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Smith-Corona ‘**Eighty- 
Eight,” Response-O-Matie 
Action gives a touch un- 
matched by any other make. 
Other exclusive features: 

Instant-Set Margins... most 
natural system ever devised. 
Amazing Page Gage... lets 
you set a “bottom margin.” 
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for faster, easier typing. 

Ask a Smith-Corona repre- 
sentative fora demonstration. 





ih 


bie ot 


Smith-Corona Inc Syracuse 1 New York 
Branch Offices or Dealers in Princ ipal Cities 


{2 Got ee 








REALLY PERFECT COPIES TOO’ 


Production time is vital these days. 
Standard’s newly engineered Ream Feeder 
saves the time of frequent reloading. It 
holds 500 sheets of 20 pound copy paper 
or an equivalent thickness of other weights 


Mandard 
ROCKET 


FLUID DUPLICATOR 
with 


Hydraulic paper lift assures efficient, ee N = W p 7 L U X E 


noiseless feed tray action, automatically. 


Standard’s reputation as pioneer of fluid R E A M F E E D E he 


duplicating in America, guarantees full 
satisfaction. Ask for free literature. 


of duplicating paper or card stock 

Where you have volume duplicating, 
this Standard Rocket Model ERAD is 
ideal. It feeds smoothly, quickly, faultlessly. 


Simplicity in design means long life. 


Standard Duplicating Machines Corp... Everett. Mass. 
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including place for telephone* 
Telephone in the desk drawer! Just one of many organize everything from paper 
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revolutionary advances that eliminate desk clutter clips to record 
- Actually a Shaw-Walker 
for the man behind a Shaw-Walker desk. 
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you find working materials 


desk can be more than a place at which to work. without hunting. Use it just one week and you'll be 


It can be an important aid to getting work done 
easier and more eff 


efficiently. This Shaw-Walker Work 
Organizer Desk is working proof of that fact 
With a Shaw-Walker desk you 


sweep of clutter and confusion 


amazed at how much smoother the day’s work goes 
See what’s new in other time-saving 


space-saving 
office equipment; get 292-page 


> illustrated ‘Office 
Guide.” Free when requested on bu iness letterhead 
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make a clean 
Drawer interiors 


yme cities the phone company hesi 


» when sh 


] wer 
-_ Largest Exclusive Makers of Office Equipment 
Muskegon 


4, Mich. Representatives Everywhere 





THe Orrice—March, 1957 





“Office 


MANAGEMENT ¢ EQUIPMENT « METHODS 


Trademark Reg 3, Ps ff Founded 19 Copyright 1957 Office Publications Co 


Vol. 45 ' MARCH, 1957 ' Ne. 








Employee Workshop Method Simplifies Training of Office Workers 
C. Crawfford 
Our Obligation as Receivers and Senders of Information P. B. Garrott 
Pressure ... 3. W. Elsom 
Where Are Our Future Office Employe es Coming From?..Rocco C. Siciliano 
How Can Offices Meet the Rising Costs of Production? Harry L. Wylie 
OMAC’s Annual Seminar and Business Show in Chicago, March 11-14 
NOFA C onvention and Exhibit in New Orleans, March 27-31 
Correspondence Management . C. Sipes 
What to Avoid in Estimating the Savings of Systems Improvements 
Edmond W. Mc Namara 
Five Points to Consider When You Evaluate the Work of Your 
Office Methods Staff Harry H. Fite 
Can Character Traits Be Ascertained From a Person’s Handwriting? 
M. N. Bunker 
The Bedeviled Bulletin Board Lar J. Dalton, J 
1957 Annual Office Management Forum 
Moscow Computer Translates From English to Russian 
New Books 3f News of the Office 
Camera ! f News of the Industry . 
Right or Wrong in Employee Relations 33 National Conference & 
New Products oe 260 Calendar 
Literature from the Manufacturers .. 224 As We See It ae 
On the Cover: A Modern Office Building (see page 52) 





WILLIAM SCHULHOF, Publisher 
WILLIAM R. SCHULHOF, Editor JAMES GORMAN, Managing Editor 
THE OFFICE is published on the first of every month by Office Publications Con pany 
232 Madison Avenue, New York 16, N. Y. Telephone: LExington 2 29 15 
Cables: Wilhof, New York 
Chicago Office: Civic Opera Building, 20 North Wacker Drive, Chicago 6, (Fred E. Zindler) 
ANdover 3-2668. 
SUBSCRIPTION : One Year $3, Two Years $5, to U. S. and Possessions 
To All Other Countries, One Year $4. Two Years $6. 
Also publishers of the annual export editions 
LA OFICINA and OFFICE EQUIPMENT EXP ORTE R 
Member of 


Society of Business Magazine Editors 
5 PA National Business Publications, Inc. 
— 3usiness Publications Audit of Circulation, Inc. = t 


CIRCULATION OF THIS ISSUE OVER 44,000 COPIES 


Tue Orrice—March, 1957 





End decimal-point errors with the first and 
ONLY CALCULATOR THAT’SETS ALL DECIMALS AUTOMATICALLY! 


0000 


MARCHANT’S NEW 
€ 


Deci- Magic is the world’s first and only calculator to set decimals auto- 
matically in the keyboard and all dials with a single key setting! 

Touching just one key one time guarantees you correct decimals from 
the start of a problem right through to the result in the answer dial. Then 
Deci- Magic automatically positions the carriage dials in readiness for start- 
ing your next calculation. 

Now you have positive protection against misplaced decimals... with the 
new Deci- Magic! This big new advantage, and many other exclusive ad- 
vanced features, make Deci- Magic the easiest calculator to use ever built. 
Ask your nearby Marchant Man for a demonstration...or send the coupon. 


DECI*MAGIC does it ALL for you—automatically ! 
ALL Decimal Setting + ALL Dial Positioning + ALL Clearing 


Mail this coupon, with your business letterhead, to | () QRCHANT 
~4 = 


the address at right for: 


¢ + 
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Employee workshop method simplifies the 


TRAINING OF 


C. C. CRAWFORD, Professor at the University of Southern California. 


Management Consultant, Los Angeles. 


XECUTIVES find two faults with 

office help: (1) lack of motivation to 

produce; (2) lack of ability or skill 
to produce. This article deals with the 
second of these. 

Nearly everybody, including the em- 
ployees themselves, will give you a good 
word for training. They believe in it 
and want it, but nothing seems to hap- 
pen. Why? For the reason that you 
ean’t teach what you don’t know. You 
can’t train a girl to do a given task un- 
til you know exactly what that task con- 
Once you formulate the steps 
in the task, training is easy. Until you 
do, training is impossible. 

Who said the job steps weren’t for- 
mulated? Who said the office manager 
didn’t know what to teach his crew? 
Few will admit such a state, yet there it 
is, if you really eare to take a good 
close look. It takes a bit of frank and 
persistent boring by a critical heckler, 
perhaps, but finally the truth comes out 
that for a great many of the tasks or 


sists of. 


operations in an office, nobody has ever 


put down in Steps 1, 2, 3, 4, the exact 


“best way” to do the work. 

The first reaction is, “Sure, it’s quite 
definite and exact, if only they would do 
it right.” But when I ask to see the list 
of job steps, none is forthcoming. I get 
verbal accounts from two people who 
are supposed to know, but the accounts 
don’t quite match. One includes steps 
which the other overlooks or leaves out. 
There may be actual arguments about 
some items I seek an umpire 
and he has a third or slightly different 
version of the way to do the task. 
Would you say that task was “definitely 
) Would you say it is ex- 


or steps. 


formulated” ? 
ceptional, or typical, in your office and 
in your company generally? My experi- 
ences as a consultant make me think it 
is fairly typical. 

When office training is proposed, the 
mass training idea comes up and spoils 
it. There are too many diversified cler- 
ical workers, doing too many different 
kinds of 
pinpointed training for each one would 


work, so that a precise and 


be diffieult. Hence a wish for a general 
ized training, of the “master key” type, 
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OFFICE WORKERS 


Employees learn job 


that will be good for all of them. This is 
a bit like showing a picture of a barrel 
of candy to an auditorium full of chil- 
dren because to go around and give 
each one a piece would be time-consum- 
ing. The generalized training that is 
good for a multitude of office jobs is so 
general as to be of doubtful value for 
any. 

Next to the generalized training fal- 
lacy is the one of training the super- 
visor and thereby hoping, in some mys- 
terious way, to get through to all the 
office crew. This is like feeding the 
eandy to the mother, hoping to have its 
benefits in some way reach the children. 
It doesn’t work. The training, like the 
eandy, should reach the individuals, not 
be diverted to the supervisor. 

Then how can the training of a great 
ly diversified office staff be accom- 
plished within the limits of what can 
be paid for? It’s quite simple: formu- 
late the job know-how, or steps and op 
erations, so that neither the employee 
nor the supervisor can doubt that there 
are seven steps, not eight, or that they 
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while writing procedure. 


are in this particular order. When the 
sequence is written down, in numbered 
items, the necessary arguments as to 
what is correct can speedily be settled 
and the content of the training can be 
fixed and teachable. Reasons for each 
step can be readily supplied. The spe 
cial knacks and tricks of the process 
can be demonstrated, tried, evaluated, 
and corrected until perfection is 
achieved. 

The time needed for training (and I 
mean good training) can be very short. 
Learning results from getting the idea, 
and only an instant is needed to get an 
idea. But if the idea hasn’t been clearly 
formulated in the trainer’s mind, it 
won’t be very sharp or clear for the 
learner. The long, slow and _ tedious 
learning process in some so-called train 
ing is due to the absence of clear insight 
in the mind of the trainer. 

Just an example: an expert plasterer 
was trying to teach me how to pick up 
the plaster and get it on my trowel for 
application to the wall. But all he could 
say was, “Do it this way,” the stuff fell 





HOW TO SEND ARTICLES OUTSIDE FOR SERVICING 


Sample of a procedure written by the employees themselves. 
Each step in the operation goes on one slip until agreement 


is reached on the completeness and accuracy of the entire 
procedure. 





off on my feet. After much 
still spilled. The expert could do it, but 
he had not formulated the method by 
which he did it. His insight was dim. 
Mine was totally lacking. I wasn’t learn- 
ing. The goes for the 
whether you are teaching a girl how to 
cut a stencil or how to send out monthly 
statements. You have to know what you 
want to teach before you can teach it. 


practic it 


same office, 


To bring the point into focus, let me 
that in order to teach office 
workers how to produce you should list 
the jobs, tasks or operations which they 
perform, and then actually write the 
steps for doing each. These steps may 
he written by the employees themselves 
and also by their supervisors, and the 
various each task 
pared, edited and 
upon. 


suggest 


. ” 
“editions ot com 


evaluated, agreed 

To write such standard operating pro 
cedures for a typical office task takes 
only a few minutes. To settle on the 
final version and “adopt” it as_ the 
standard operating procedure for that 
task requires only a few minutes. Once 
the SOP is written and agreed on, the 
office workers who helped write it are 
already pretty well (perhaps perfectly) 
trained in that task. The supervisor who 
helped write it is also, perhaps for the 
first time, sure of exactly what the task 
or operation includes. 

The copy of the SOP is available for 
training another worker, or hundreds 
of them. There is no waste motion. 
Trainer and trainee both get to the 
heart of the matter, because for the first 
time the exact nature of what is to be 
taught and learned is clear and definite 

Look at the feathered stack of work- 
shop slips in the illustration and you 
will see what I mean. Here we have a 
formulation of procedure for sending 
articles for outside service. No written 
rules or procedures for this had existed 
before in this client’s establishment. The 
bills for unnecessary servicing were too 
high, and the loss of articles which were 
sent out, but never checked on for re 
turn, were still higher. The steps agreed 
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on in the illustration were thought ade- 
quate to standardize this operation, but 


want to change or add 


someone might 


or eliminate something. If you had been 
in this workshop, you could have sand 
wiched your 
slips written by others. When one writes 


them, 


revisions in between thi 
the steps, and several others edit 
the eventual procedure 1s composite 
of many persons’ ideas which are easily 
agreed to by all. 

Is such an approach to omee employe e 
training really possible, or is it just a 
professor’s dream? It is possible. It is 
not a dream. I do it regularly in my 
work as a consultant. For one client ] 
was able to get standard operating pro 
cedures for about 300 tasks written 
down and agreed to in a matter of days. 

For another client, 
were frequently going wrong and whose 
frustrated employees wert 
high a rate of turnover, 
smoothed out the situation qu ckly. We 
produced about 150 pages of standard 


operating procedure copy in 


whose procedurt s 


show ing’ too 


method 


this 


workshops 
attended by the employees themselves. 
[ organized their efforts 
editor-in-chief. The employees 
the work steps, edited and 
each other’s ideas, and passed the copy 


and acted as 


wrote 
corrected 
on to their supervisors to sign and ap 
prove before adoption and typing for 
the procedure manual. 

One good thing about this approach 
to office training is that work- 
shops enable us to pack a tremendous 
amount of employee effort and work an 
alysis into a small amount of lapsed 
time, thus cutting down the amount of 


group 


high level protessional time required Lo 


direct the The work is done 
largely by the trainees (employees) and 
their supervisor, so that training 
procedure writing are both accomplished 
at onee. Needless to say, such efforts 
must be very precisely planned and di 
rected if they are to be fruitful. 

The cost of training, when approached 
this way, can be extremely small. The 
increased productivity and the redue- 
tion of office errors make It a 2ood in 


pre ject. 


and 


vestment, 





Our Obligation as 


Receivers and Senders 


Of Information 


ARLY IN BIBLICAL times the 

Lord, displeased with the tower- 

builders of Babel, put them asunder 
simply by removing from them their 
power to communicate by speech. They 
lost their “common language,” you might 
say. The mark of that curse is still 
upon us. 

Try as we may, we are all inarticulate 
to a degree. Nor is the situation im- 
proved as we coagulate into groups of 
individuals for social or business pur- 
Instead, the degree of effective 
communication of idezs between humans 
seems to diminish alarmingly with the 
addition of every single person to the 
group. 


poses. 
i 


In contemplating this profound and 
baffling phenomenon, let’s disregard the 
social aspect entirely as being beyond 
our current scope. After all, in that 
area we might have to try to determine 
why a three-second remark to a blonde 
during a party may require two weeks 
of intermittent explanation to a wife. 

Instead, let’s stick to simple questions 
like, “Why did the Jones account get 
the Smith account shipment?” Or, 
“Why didn’t we realize that Joe was 
such a valuable man before he re- 
signed?’ Or maybe you prefer, “How 
the deuce can we be out of stock when 
the book shows 85 on hand?” In addi- 
tion to these, you can add many, many 


P. B. GARROTT, the author, is one of the country’s foremost 
authorities on integrated data processing. As director of applica- 
tions research for Standard Register Co., Dayton, Ohio, he has direct 
charge of its large staff of systems analysts, designers and con- 
sultants; its systems reference library of forms samples and case 
histories, and its IDP Workshop. His 22 years experience with a 
company which designs systems and supplies forms for use on all 
machines, provides Mr. Garrott with the broad, overall viewpoint 
which can best help all office executives to understand the new data 


processing techniques. 
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Too often prophets of a new tech- 
nique seem to delight in their abil- 
ity to create consternation in the 
minds of the uninitiated, It must 
salve their ego to strike awe and 
apprehension in the mind of an ex- 
ecutive. Many of these experts 
have a sadistic streak which com- 
pels them to take their listeners 
over one unexplained hurdle after 


more from your own anguished experi- 
ences. But, can you answer them? 

The academic answer lies in three 
words — failure of communications! 
Somebody goofed, sure, but you can’t 
let it ride at that. Maybe the culprit 
didn’t get the story straight to begin 
with. Or, perhaps, a more-or-less tem- 
porary lapse into semiconsciousness let 
him ignore or distort key facts. If so, 
that lapse was not detected and fed back 
to a supervisory level—or was it? If 
it was, why wasn’t remedial action taken 
before the roof fell in? 

This delightful little game of re- 
proachful questions and evasive answers 
could go on indefinitely but for the fact 
that we soon run out of answers, even 
evasive ones. The basic problem is one 
of frightful complexity, stemming from 
the inherent lack of precise meanings 
of words themselves and complicated 
further by our habitually haphazard 
choice of words in expressing an idea. 

Most men ean have a erystal clear 
mental picture of an idea and can be 
brimful of understanding and enthusi 
asm for it. But few, if any, operations 
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another, while they stress the com- 
plexity of the hurdle without de- 
scribing how it got there and how 


it can be surmounted, 

This is the first of a series of 
articles by Mr. Garrott which will 
explain the new electronic and data 


processing techniques in the lan- 
guage of the office executive. 


in our economy are purely one-man af 
fairs. So, the man with the idea must 
enlist support and aid in its execution. 
Poor fellow! Whether he puts the deal 
across or not, he’s likely to have many 
dark hours and days during which he’ll 
wish the idea had never popped into his 
skull. 

Whether he pictures, 
drawings, written specifications or any 
combination of these, the voltage within 
his idea starts dropping the instant he 
brings another human into consideration 
of it. With every additional word, he 
risks losing a part of the attention his 
idea deserves and needs. 

To begin with, this inspired individual 
is probably incapable of explaining the 
scheme completely and aceurately, even 
to himself. Add to that the probability 
that his audience isn’t nearly so fired-up 
about it as he is, and hasn’t been con 
ditioned by all the preliminary thought 
necessarily put on the subject by its 
originator. Further, the 
having crucial points received 
consciously, if at all, are reduced in di 
rect proportion to distracting surround- 


uses speech, 


chanees of 


sub- 
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af mailers who will cut costs in 1957 


This year thousands of wise mailers will 
switch to mechanization. They will make 


tremendous savings. For the first time, 

ts they will enjoy new speed, new ease. 

= To join this happy number, get the facts 

about Inserting and Mailing Machine. 

Visit a nearby installation. See the ma- 

| ge a a chine at work. It gathers as many as 
; aa eight enclosures, opens envelope flap, 
) stuffs, seals, prints postal indicia (first or 
& si third class), counts, and stacks. Talk to 

the men who own | & M machines, talk 

sWASERY RF G to the people who run them. They will 

a. S tell you about | & M’s many precision- 

engineered features—the vacuum-feed 


fs MAILING system which handles coated, glossy or 


rippled stock; the postal indicia printer 


which is more economical than postage 
MACHINE -. 


To see your savings, ask for a cost 
| h t b analysis of your mailing operation. No 
S$ as es cos $ y f obligation—just use coupon. 





Ci Show us a cost analysis of our mailing. 
C Send “Wider Horizons with Mechanized Mailing” 


Name___ 





Firm___ 
Address_____ 


<< 


For More Information Circle No 
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.-- now in metal 


posture-perfect 
everlastingly beautiful 


for the successful men in business 


See us at the NOFA convention, Municipal 


Auditorium, New Orleans. Space {0 and II. 


MODEL M-9000 
Executive Posture Chair 


Write for details 





there is nothing finer in metal 








MILWAUKEE METAL FURNITURE COMPANY .- 101 N. Campbell Ave., Chicago 12,111. 


For More Information Circle No. 239 
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ings, such as inhabited nylons or sweat- 
ers. All in all, it’s a wonder that any 
good ideas ever get acted upon. 

This pensive little soliloquy doesn’t 
aspire to solve this age-old, but currently 
burning, problem. We only bring it to 
your attention, however fleetingly. There 
is no pat answer to the problem of com- 
munication of ideas. Yet, the serious- 
ness of this problem must certainly be 
relieved if each of us will but keep in 
mind that we, as individuals, have two 
major responsibilities to clear communi- 
cation objectives: 

1. As RECEIVERS of information, we 
must do all we can to help the sender 
get his true meaning across to us. This 
calls for active, conscious attention and 
effort on the part of the receiver. It 
implies a searching, probing attitude 
aimed at receiving the idea, rather than 
simply recording the words used to ex- 
press it. : 

2. As SENDERS of information, we can- 
not assume that we are communicating 
with other “geniuses” like ourselves. In- 
stead, we must assume that we are try- 
ing to put our ideas across to a semi- 
literate, indifferent being who isn’t in- 
terested in what we’re trying to tell him 
anyway. We must strive to be as con- 
cise aS we can be, without sacrificing 
absolute clarity of meaning. 

Returning to the Biblical atmosphere 
of our opening words, you might well 
say, “Physician, heal thyself!” 

This diseussion of the difficulty of 
communication of ideas is, in itself, a 
bumbling effort, proving its own point. 
While decrying the problem, at the same 
time it points the finger of accusation 
at itself first. Its only justification is 
that it does not pretend to prescribe the 
solution, but only to emphasize the seri- 
ousness of the problem in the hope that 
others, by their interest, may bring a 
solution closer for all of us. 


(Next Month: “Programming in Its 
Proper Perspective.”) 
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SEE IT AT THE SHOW 


While you are at the OMAC Show in 
Chicago, March 11 — 14, at the Conrad Hilton, 
be sure to get complete information on 

the Photostat Whitin Masterlith 

Duplicator at Booth § and T .. . and 

see it in operation in Room 557A. 
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This outstanding offset duplicator offers many new and exclusive 
features for reproduction in black and full color. We are proud to 
announce its addition to the line of Photostat Copying Equipment. 


The Photostat Whitin Masterlith Duplicator will be manufac- 
tured by the Whitin Machine Works, Whitinsville, Mass., and will 
be sold and serviced by Photostat Corporation through its many 
Service Offices strategically located throughout the United States. 
Demonstrations may be arranged immediately at our Service Offices 
at Boston, Chicago, Atlanta, and Rochester. In the near future, in- 
formation about this equipment will be available from all Photostat 
sales-service representatives across the country. Write for details of 


its 26 exclusive features and the address of our nearest office. 


Photostat is the trademark of Photostat Corporation 
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DUPLICATOR 


THE PHOTOSTAT WHITIN Masterlith pup.icator 
SIMPLE ¢ FAST * ECONOMICAL 
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PHOTOSTAT CORPORATION 
P. O. Box 1970 Rochester 3, New York 
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The only thing operating in Department 3 
is the cigarette machine. But these men 
aren’t loafers. It’s just that no work has 
reached their department. 


Yet in certain other departments there’s too 
much to do. Overtime on the one hand... 
idle time on the other. Think what schedul- 
ing like that does to profits! 


With the Keysort Plant Control Plan, man- 
agement would be getting full production 
right now. For PCP could have prevented 
this situation — right in the office. 


PCP not only helps management plan in 


advance, it helps you as well. With a mini- 
mum clerical burden, you achieve greater 
reporting accuracy — flexibly, easily. Your 
office people simply punch pertinent in- 
formation into the Keysort cards.. 
Keysort them ... and summarize direct to 
reports. There’s no transcribing... no cost- 
ly, time-consuming intermediate steps. You 
work with the original document only. In- 
formation is gathered daily — as it happens. 
Management gets it on time. And at re- 
markably low cost. 


The nearby McBee man has a presentation 
which will show you how it’s done. Phone 
him, or write us. 


a) 'e 
Coe $$ % S$ @ 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


For More Information Circle No. 220 


* Division of Royal McBee Corporation 





PRESSURE 


B. W. ELSOM 


Director of Employee Services, 


Boston Store, Milwaukee. 


NE OF THE BEST measures of 

the value of an executive is how well 

he can stand pressure. There are 
many fair-weather executives who can 
keep things rolling well when the going 
is good, when there is no heavy pressure 
with its attendant exasperations and 
troubles. It isn’t particularly hard to 
handle the job when you have adequate 
time to plan ahead and take up ore 
thing at a time. 

The real test of ability comes when 


the going gets rough—when there seems | 


to be more things to do than are humanly 
possible, when other people seem unrea- 
sonable, when new and inexperienced 


workers pile up a mountain of errors. | 


This is the point at which many ex- 


ecutives crack up—lose their tempers, | 
lose their sense of perspective, scatter | 


their shots and waste their energies. 


When the going gets tough, get hold of | 
only | 


yourself. Losing your temper 
wastes steam and makes things more dis- 
organized. Keep calm even though 
things are going badly. The calmer you 
stay, the sooner you can get things back 
on an even keel. An excited, ill tem- 
pered executive spreads the contagion 
of excitement and disorganization to 
his groups of workers. The thing be- 
comes a vicious circle. 

On the other hand, the executive who 
can keep a firm grip on himself when 
he is under pressure, who can keep his 
sense of humor, who can keep a clear 
perspective, serves as a bulwark of 
strength for his workers. They rally 
under his calm self-control. No matter 
how black the troubles look, the depart- 
ment can face them better under such 
leadership. 
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drain? 


Wasted hours 
in floor 
maintenance 
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LEGGE provides a waste-proof program 
of upkeep that accounts for every work 
hour. Many buildings report savings of up 
to 3343 % with LEGGE Maintenance. 

Here’s a big Plus: LEGGE Polishes go up 
to 75% beyond U. L. requirements for slip- 
resistance. You reduce slip-accidents along 
with the absenteeism that follows. An im- 
proved Safety record is usually reflected in 
lower insurance rates. Want facts? Write 
today. 


Walter G. LEGGE Co., Inc. 


Dept. W-3, 101 Park Ave., New York 17, N. Y. 
Branch offices in principal cities 
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ROCCO C. SICILIANO, Assistant Secretary of Labor, Washington, D.C. 


HE LABOR DEPARTMENT staff 
has completed a systematic analysis 
of future occupational requirements 
through a study of employment trends 


and the changing occupational compo- 


sition oft each industry. This, of course 
is always subject to change as new in- 
Lormation on 


available. 


levels and trends becomes 
However, for our present 
purposes, we have asked ourselves the 
following question: 

What will the occupational structure 
of the U.S. look like in 1965, assuming 
a continuation of the basic trends that 
have been operating in this country du1 
ing the first half of this century? 

We find first that the expectation is 
for an about 25 millions in 
the population of the United States over 
the next ten the equivalent of 


inerease ol 


years 


adding a city the size of San Diego to 
the U.S. A. every three months for the 
next ten years. This expansion is ex- 
pected to advanced demands 
for additional consumer goods, housing, 
highways and capital investment. 
Second, we project about a 50% in 


generate 


crease in the gross national product by 
the middle 60’s assuming productivity 
increases of the kind we have had up to 
now. This would amount to an increase 
of about 25% in the gross national prod 
uct per capita. 

Third, we that 
ments call for an expansion of about 
10 million jobs between 1955 and 1965. 

What kinds of our occu 
pational structure will these 10 million 
additional jobs bring? The accompany- 
presents the major 


note these develop 


changes in 
some ot 


ing table 
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and see the 

complete BEVCO 

line—Booth G and H 

Office Management Assn. 

of Chicago Show— 

Conrad Hilton Hotel—March 11-14 


Office Swivel Chairs 
Institutional Straight Chairs 
Institutional and Contemporary 
Reception Room Furniture 
Costumers — Wall & Floor 
Models 


BEVCO RECEPTION AREA spells WELCOME! 


Bevco's the soundest economy you can effect in office or reception room. 


Pays for itself in good public relations, with smart appearance— 


VENTILATION for body comfort. 


@ plus maximum wear ® minimum care 
@ revolutionary design ® smart, posture perfect 
@ safety engineering ®@® modern and attractive 


Upholstered with Velon webbing — Keeps its resilience 


and clear color always, Five year guarantee. 


See your dealer or write for catalog. 
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So clean you can 
see through it! 


The cleanliness of 
Execu-tape is 
demonstrated by 
this photograph. 
The transparency 
of the roll shows 
that the edges are 
free from the 
slightest trace 

of carbon. 


Execu-tape, Columbia's new ribbon 
for all carbon ribbon using type- 
writers, has created a new standard 
of excellence for executive 
correspondence. 


Typing by Execu-tape is the closest 
approach to real printing yet 
achieved! Amazingly uniform, 
distinguished, sparkling—impressions 
by Execu-tape are in a class by themselves 
And not only does Execu-tape 
produce the ultimate in executive 
correspondence, but it provides the 
perfect original for all copying processes. 
Five true-hue colors: Black, Green, 
Blue, Red and Brown. 


EXECU-TAPE 


RIBBON & CARBON MFG. CO., INC., GLEN COVE, N. Y. 
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PAST AND EXPECTED FUTURE EMPLOYMENT IN THE U.S. 
: 1910 : 1955 : 1965 istimated 
: ¢ Number Number : : Number 
:(in millions):Percent:(in millions) :Percent:(in millions) :Pei 


Total: 35.5 100.0 61.7 100.0 7301 


ee 











White Collar 
Professional 
Proprietors and 

managers 
Clerical and sales 


mM 
mM 
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Ww 


23.6 38.7 30.5 
Sel Jee 70 
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6.0 98 
12.1 19.7 
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a mw 
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lue Collar 
Craftsmen 
Operatives 
Laborers 


2.7 
Gee 


12.8 


He HD 
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Service 


oO 
° 


702 


Farmers and farm 
workers 10.9 30. 6.0 
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Sources: 1910 and 1955—U.S. Census Bureau. 1965—Estimates of the Bureau of Lal 


Dept. of Labor. 
changes we can foresee on the basis of presentation of a few of the highlights: 
our studies so far. There are many im- 1. One of the most impressive areas 
portant and interesting dimensions to of growth is represented by the profes- 
these data, but I will limit myself to a sional worker. If previous trends con- 


Protect your 
Pufit margin 


with a 


TIME RECORDER 





Employee time is the biggest single 

item of overhead. Lost time and tardi- 

ness can add a heavy and_ useless poe 

burden to this expense. A LATHEM LATHEM TIME RECORDER CO. 


Time Recorder provides the accurate 84 Third St., N.W., ATLANTA, GEORGIA 1 
record, you must have for complete 


° : further information, 
contro! of employee time. Gentlemen: Please send me further in ion, | 
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! catalog and prices. ‘:understand there is no | 
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i ’ 
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LATHEM TIME RECORDER CO. 
84 THIRD STREET, N.W. hiiretac es i 
ATLANTA, GEORGIA tity R. 
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tinue, protessional personnel may hit 
close to the 8 million mark by 1965, ac- 
counting for a little over one out of 
every ten workers—more than double 
the 1910 figure. There is real need for 
expansion in many of the important 
groups here—the 1 million workers in 
engineering and science, the 11% million 
in teaching and the 1 million in medical 
services (doctors, dentists, nurses, ete.) 
will undoubtedly all inerease sharply 
and account for a major part of the ex- 
pansion in professional employment over 
the next two decades. 


2. The two other groups comprising 


the white collar occupations are also ex- 
pected to increase—particularly clerical 
and sales people, who already account 
for one out of every five people in the 
labor force today. Taken together, white 
collar occupations have reached an his- 
toric position according to our latest 
information (not shown on the table). 
Last year they represented the single 
biggest group on the labor force and 


VOoOuluUNME MA! 


LER S 


they are expected to be well out ahead 
by 1975 (this can be seen on the table). 
A few years ago we reached this kind 
of situation in our industrial distribu- 
tion: there were (and are) more people 
employed in industries producing serv- 
ices than those producing goods. Now 
the occupational distribution has reached 
the same stage: today we have more 
white collar than blue collar workers 
in the American labor force. 

3. Another important group which we 
expect will expand both numerically and 
pereentage-wise are the industrial work 
ers at the craftsmen (skilled) and op- 
erative (semiskilled) levels. We expect 
inereases particularly among the build 
ing trades, the metal trades and the 
skilled mechanies and repairmen. 

4. Reductions seem to be in order for 
both the farm segment of the economy 
and the less skilled laborers. If past 
trends and current technological devel 
opments (such as automation) are in 
dicative, we may expect an actual de 
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CHESHIRE 


LABELING 


EQUIPMENT 


All addressing systems operate more efficiently, accurately 


and economically with the addition of this CHESHIRE 


machine to apply pre-addressed labels to envelopes, post- 


cards and pamphlets up to 11” x 14%". 


Speeds to 10,000 per hour save time, labor and errors. 


Mailers find this equipment invaluable. 


Investigate without obligation. 


FULLY 


AUTOMATIC 


CHESHIRE 


INCORPORATED 
1644 North Honore Street « 


Chicago 22, Illinois 
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in modern office chairs 


New tilting-type swivel base 
chairs and side chairs to 
match, with or without arms... 


Matched chairs with a modern massive feel, engineered 
to keep the modern man comfortably alert throughout 
the business day. Renowned Cramer construction qual- 
ity, with all four models foam-cushioned and fitted with 
removable covers, and adjustable-tension tilt mechanism 
on easy-action swivel base chairs. Ask your dealer to 
show you 


own tk EN GC ER 


man-sized cqhairs 


CRAMER POSTURE CHAIR COMPANY, INC. 
Dept. O-37, 1205 Charlotte, Kansas City 6, Mo. 


Write for Helpful FREE BOOKLET, “How to Choose Office Chairs for Today and for the Future” 
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Ninna Check Writer Fyyd 


Gives the same POSITIVE 
PROTECTION as machines 
costing up to $500.00 


Will be shown at a 
No. 1268 of the 
World Trade Fair phen 
nie Coliseum, April 14- 
(G Type) 


Nippo Machine Industry Co., Ltd. 


Tenji-cho, Nishi-ku, Yokohama, Japan 
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every copying machine 


has its favorite 


DIXON 


PENCIL 


Some pencils reproduce marks 
on duplicating machine copy -- 
others don’t. Are you using the 
proper pencils for your dupli- 
cating equipment? 
Some pencils won't reproduce their 
marks! Others can do the job per- 
fectly-- but only oncertain machines. 
DIXON TICONDEROGA 
and family have pencils for both 
reproducing and non-reproducing 
use on all processes. 
CHECK YOUR PROCESS 
Diazo Facsimile 
Photo copying Offset Printing 
Heat - copying Hektograph 
THE JOSEPH DIXON CRUCIBLE CO. | 
Pencil Sales Division 
167 Wayne St., Jersey City 3, N.J. 
Please send me free reference sheet, 


showing which pencils will work best on 
copy for my duplicating machine. 





Company 
Address 
City 
By 
Title 
Brand Name of Duplicating Machine 
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cline in employment in these occupa- 
tions in the face of a 10 million rise in 
the total number of jobs. 

All of this, it seems to me, adds up 
to a continuing and persistent increase 
in the skill level of the American labor 
foree—in the number and proportion 
of workers requiring extensive educa- 
tion, training and skill development. 
Can we meet these needs? Where will 
the additional workers come from? 

Well, our figures show that the 10 
million increase in the labor force by 
1965 will be distributed as follows: 

21% millions will be young persons 
14-19 years of age. 

214 millions will be between 20 and 
44. 

5 millions will be 45 years and older. 

And, half of this total increase will 
be represented by women. 

The increase among the teen agers, 
although significant, has to be tempered 
by the fact that a large proportion of 
them will not be full-time members of 
the labor foree. Many also will be at 
tending schools, continuing the trend 
toward a higher proportion graduating 
from high school and going to college. 
The increase among the 20-44 age group 
is comparatively small when we remem- 
ber that this is the age group which ac 
counts for about half of our total labor 
foree. 

All this adds up to the fact that per 
sons 45 and over are going to be the 
major suppliers of labor for the addi- 
tional jobs in prospect for the years 
ahead. Hiring these so-called “older 
workers” will be to your advantage. It 
has been proved repeatedly that ability, 
skills, intelligence and aptitude vary so 
widely within age groups that age alone 
is a poor criterion for selecting workers. 
Our most recent studies of productivity 
show that on every type of job, many 
older workers performed better than 
workers years younger. This holds true 
also for their records on absenteeism. 

Workers over 65 are expected to num- 
ber about 14 million greater in 1965 
than today. In a tight labor market 
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FIDELITY 


For Thin Letterheads, 
Copies, Records 
and Forms. 


Reduces typing, mailing 
and filing expenses. 





Send for this 
PROVE-IT-YOURSELF KIT 
of Fidelity Onion Skin 


ESLEECK MANUFACTURING CO. 
TURNERS FALLS, MASSACHUSETTS 
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The inserts for this P.1.A. award-winning brochure 
were printed on a 1250 Multilith using 3M Brand 
Plates by John Green Press, Rockford, Ill... and 
designed by Sam Miller. 


Plan to enter the 1957 3M Excellence of Lithog- 
raphy Competition. See your local dealer of 3M 
Brand Plates for complete details. 
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quality at a savings 
with 3M Plates 


BRAND 


Look at the kind of award-winning work 
you can turn out on your offset duplicator 


Duplicator pressmen who have found the print- 
ing of fine quality work difficult and time con- 
suming, have overcome these problems with 
3M Brand Plates. 

3M Plates cut costs throughout the entire job 
because they are 100% consistent. For instance, 
exposure and development time and plate thick- 
ness never vary. These perfectly-smooth plates 
are chemically-treated to make them highly ink 
receptive in the image areas, too. You use less 
ink—just the right amount to print sharp, clean 
lines or to give complete coverage over large 
solid areas. These, and the other advantages of 
3M Plates allow even less experienced pressmen 
to obtain longer, more trouble-free runs at a 
savings. Find out for yourself why 8 out of 10 
users of presensitized plates prefer the smoother 
3M Brand. 




















If you want proof —of 3M Plate quality, 
ask to see the first Excellence of Lithography 
award winners. Write: Minnesota Mining and 
Manufacturing Company, Dept. ER-37S, St. 
Paul 6, Minnesota. SALES UNGRATURS 











. 3M" is a registered trad k of M ta Mining and eineianeiing 
Company, Saint Pavi 6, iMinnesote. Gece Export: 99 Park Avenue, 
- New York ~ New York, in Canada: P. O. Box 757, London, Ontario. 
ca 
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FOR 
ADDRESSING ON TABULATING 
EQUIPMENT 


NOW ... the benefit of automatic equip. 

ment without sacrificing appearance or 

without inserting problems. 

Q@ Full size envelope in open side style for easy 
insertion 

@ Perforated wings for automatic stripping from 
carrier sheet 

@ Available in both First and Third Class Mail 
styles 

@ Carried in stock in several sizes 


Chain-O-Matic continuous 
lopes are also available in Kost 
Kut style for Collection and Mort- 
gage billing and Reminder Notices 


enve- 


processed from Punched Cards. 


Send for Samples 


CHAIN-O-MATIC ovision 


CURTIS 1000 INC. 


156 Vanderbilt Ave., W. Hartford, Conn. 
BE LORELEI AEE ABS EOE ERO 
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situation, consideration might very well 
be given to maximum utilization of 
older workers who wish to continue at 
their jobs. To this end, many companies 
might find it profitable to re-examine 
their policies respecting the mandatory 
retirement of persons at ages 60, 65 or 
70. 

As already indicated, about half of 
the total labor supply increase is going 
to be women. We must all plan to use 
an increasing proportion of women in 
our organizations. In fact, in this 
changing labor market, it is folly to 
maintain age, sex and race barriers to 
employment. The firm that establishes 
arbitrary maximum. hiring age policies 
goes into the labor market with blinders 
clamped over its eyes—just as does 
the firm which arbitrarily discriminates 
against workers because they are women 
or physieally handicapped. It is eutting 
itself off from potential resources of 
skilled workers—a poor policy at any 
time, and doubly so in a decade when 


workers under 45 will be a shortage 
group. 
4) 
soho 
EX 
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“Things are about the same at the office, 
Boss, except that I had to reorder paper 
cups sooner than I expected.” 
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MICROFILMING SAVINGS EARN ADDITIONAL DIVIDENDS 
WITH THIS COMPACT MOTORIZED MICROFILM CAMERA! 


You add to the savings inherent in the use of microfilm for 
your business procedures with the portable FLOFILM 9600! 
That's because it’s the only microfilm camera that goes to 

the records to be filmed! There's no loss of record availability 
—no time lost in sending records to be filmed—greater use of 
microfilm in many departments with just one Flofilm camera! 


ONLY TRULY 
PORTABLE 
CAMERA! 

Folds up and 
closes like a 
portable 


A 9600 » Diebold 


typewriter! 
Weighs 
approximately 
20 pounds. 


SAVINGS “IN THE PALM OF 
YOUR HAND"! The FLOFILM 
9600 is the only microfilm cam- 
era with a film magazine! 
Loads as simple and easy as 
a home movie camera — pro- 
vides flexibility of operation! 


iDieeee 


iIn¢CcC @RPOR A TED 


Flofilm Division e Norwalk, Conn. 
Sales and Service Offices in All Principal Cities 


© ELIMINATES MANUAL TRANSCRIPTION! 
Saves time and labor by copying records 

to be forwarded (check registers, order 
registers, etc. ) at high speed and with 

no chance of transcription error! 


® CUTS COST OF AUDITS, SURVEYS! 


Easily carried to the documents saving 
valuable time and money! 


©@ ELIMINATES MILES OF FILES! 


Microfilmed records save 99% of 
valuable floor space! 


® PLUS HUNDREDS OF TIME AND 
MONEY SAVING APPLICATIONS! 
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FREE FOR THE ASKING! 


Send for your copy of "An Introduction 
to Microfilm” showing how firms such 
as yours save money with microfilm! 


DIEBOLD, INC. Dept. 24 


Flofilm Division 
Norwalk, Conn. 


Please send copy of “AN INTRODUCTION TO 
MICROFILM” at no obligation. 
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You Can Dictate On Thie 
REX RECORDER Dice 


10,000 


Timee. .. 


a ON THE. . 
ex=-Recorder 


DICTATING/TRANSCRIBING MACHINE one unt ron orm openarions 


You can now have a true magnetic (no needle) dictating/transcribing machine 
with the miracle meat eraser—and SAVE APPROXIMATELY $70 PER MACHINE 
as compared to purchase price of other major dictating machines. The new REX 
RECORDER TN-3 is the finest machine of its kind ever made—WITH THOUSANDS 
OF SATISFIED CUSTOMERS. ali over the world, The NEW roll-tape-tear-off auto- 
matic indexing system, is the finest and most efficient system devised . . . and 
a REX RECORDER TN-3 exclusive. You get perfect and instantaneous place loca- 
tion and visibility. 


Only REX RECORDER TN-3 combines the mag- The MAGIC ERASER—permits re-use of the un- 
netic recording principle with dictating machine tenga jae RECORDER disc more than 10,000 
system efficiency for maximum hi-fidelity repro- times NETIC (no Needle) RECORDING. 
duction. No Siylus 7 wear, no scratchy dictation, 

Four years of use SINGLE MACHINE USERS Single word back spacing. Dictate and transcribe 
AND LARGE CORPORATIONS using as many as on one machine. Light and easy to carry. Speaker 
400 REX RECORDERS has proven that the REX playback in microphone. Automatic push-button 
RECORDER is one of the most repair free ma- operation, Excellent for conferences and close 
chines for dictating and transcribing, talk 


EXCLUSIVE NATIONAL DISTRIBUTOR... 


AMERICAN DICTATING MACHINE COMPANY, INC. 


65 Madison Avenue e New York 14 New York e MUrray Hill 4-3554 
ESTABLISHED 1923 
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HOW THEY HANDLE THEIR PERSONNEL by 
William L, Barton, Management Publishing 
Corp., Greenwich, Conn., 180 pp., $14.75. 
A side-by-side comparison of 110 prac- 

tical personnel programs for executives 

who want to compare the methods they 
use to solve their clerical personnel prob- 
lems with the practices of 86% of all 

New York State savings banks. The book 

covers employment, job classification and 

remuneration, administration, 
welfare and benefits, and employee train- 
ing and education. Mr. Barton 
tant vice president and personnel direc- 
tor, East River Savings Bank, New York. 


personnel 


iS assis- 


HOW TO COMMUNICATE POLICY AND 
CEDURE by Joseph D. Cooper. Vision, Inc., 
100 Garfield Ave., New London, Conn., 224 pp., 
$12.50. 

How to plan, compile, produce and 
maintain loose leaf manuals of written 
instructions, including handbooks and in- 
struction circulars. Much of the _ illus- 
trative material used in this book is 
from the Government’s ‘‘Postal Man- 
ual.’’ Mr. Cooper is executive assistant 
to the Deputy Postmaster General. 


SUPERVISORY AND EXECUTIVE DEVELOPMENT 
by Norman R., F. Maier, Allen R, Solem, Ayesha 
A. Meier. John Wiley & Sons, 440 Fourth Ave., 
New York 16, 341 pp., $6.50. 


The author rightly believes that learn- 
ing the principles of human relations has 
little value unless it is supplemented by 
skill practice. This volume is. designed 
to provide two kinds of practice: role 
playing and the actual 
cases, Since the participants must supply 
the answers, the book can be used as a 
training manual for supervisors without 
a highly skilled leader or teacher. Per- 
sons can form their own study group and 


diseussion of 
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of ink and to feed just the 
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Ink dries instantly on paper 
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Ink cannot gush up between 
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impression! 

Impressions are always 
strong, clear, brilliant and 
waterproof! 

Ink penetrates pad quickly, 
will not stand on surface as 
with ordinary pad! 
Clear-Print Ink and Pad are 
never affected by moisture or 
humidity! 
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L. A. PHILLIPS, President 
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COMMUNICATION THROUGH REPORTS by Paul 
Douglass. Prentice-Hall, Inc., Englewood Cliffs, 
N. J., 422 pp., $5.95. 


This text 
the methods of 


is divided into three parts: 
report writing, language 
reports, and report models. It 
originally prepared as a special re- 
the subject for the U. S. Tariff 
The book is well illustrated, 
related from in 
bibliography. There is a 

verbal reports which are 
overlooked in 
ness reporting techniques. 
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1957 BUYERS’ GUIDE TO IMPORTED GERMAN 
PRODUCTS. Nordeman Publishing Co., 14 East 
62nd St., New York 21, 370 pp., $3.40. 
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100 pages on German business and in- 
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foreign trade and exchange regulations. 
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man-American Promotion Office. 
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AMERICAN BUSINESS DICTIONARY by 


Lazarus. Philosophical Library, 
t., New York 16, 538 pp., $10. 


Contains brief descriptions of some of 
the words, and abbreviations used 
in different types of While no 
work of this kind could completely cover 
the trade and technical terms of all busi- 
without becoming a multivolume 
set, the present handy for 
quick reference by stenographers, stu- 


Harold 
15 East 40th 


terms 
business. 


nesses 
volume is 


dents, ete. 


(Continued on page 234) 


‘SAVE TIME 


AT YOUR 


EO 


with 
Exoaditar 


holds 400 slit- 


Compact 5” x 10” unit 
apart writing surfaces 
Keeps all your memos 
sight. REMINDS! 

Shows at a glance WHAT’S to be done 
and WHEN. 

Speeds the day’s work, 
tension. Ends desk mess. 
® Used by leading corporations. 


Send Trial Order Today — ae: 


SATISFACTION GUARANTEED © 
Only $8.10 per dozen (minimum order) 

Send No ae We'll bill you. 

=» Exclusively sold t Est. 1987 

= GOODYEAR PRINTING A STATIONERY 720. 

= 122 East 42nd Street, Dept. F-1, New York 17, N.Y. ¢ 


sbdvaucesoneneheuéctuced bacuéudéwunbéens: 


in one place—in 


with less strain, 


SSR CRESS RASS RRR EERE EERE TERRE eee eee eee 


Tue Orrice—March, 1957 








THE PHOTO COPIER THAT 


COPIES ANYTHING! 


BEFORE 
YOU DECIDE 
ON ANY 
PHOTO COPIER 
AT ANY PRICE, 


ASK THESE QUESTIONS: 








FOTOMATE 


Manufactured in Newark, N. J. Available in 
THREE sizes to copy !0"', 14"' and 18'' widths by 
any length. 











Choice of THREE attractive colors: Grey, Green 
and Blue. 


Office men who know are finding that the Rovico 
Fotomate is the answer to all their photo copying 
requirements. See it... try it... be convinced 

. no other copier at any price can compare 
for construction and performance. 


Qualified distributors and dealers are invited to 
write for informatisn on valuable franchises. 


|. Does it copy anything typed, 
written, photographed, printed, 
drawn . . . in pencil, ball 
point pen, crayon, etc., in all 
colors? 


2. Does it copy from originals 
printed on one or both sides, 
special papers, card stock, 
opaque or transparent? 


3. Does it make up to 5 copies 
from one matrix? 


4. Does it make multiple du- 
plex copies? 


5. Does it make 50 to 90 copies 
per hour? 


6. Does it make legally ac- 
cepted, permanent copies? 


7. Does it work automatically, 
electrically, with just one 
simple dial control? 


8. Does it operate under any 
office light? 


With the Rovico Fotomate 


the answer to every ques- 
a 


YES! 


DON'T JUST ASK FOR A "COPY"... ASK FOR A "FOTOMATE" 


@ Rovico Incorporated 


318 Market Street, Newark 2, New Jersey 
CABLE ADDRESS—ROVICO NEWARK NEW JERSEY 
For More Information Circle No. 286 
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COLE’S FULL SUSPENSION 
STEEL FILES AT 
NEW LOW PRICES 


No other file at this low price has this really full 
suspension. 25% more filing capacity. Smooth gliding 
drawers, spring compressors and guide rods. Olive 
green or Cole gray finish. 





FOUR DRAWER $47.50 


No, 204. Letter size. 14%4"' wide, 

52\/4,"" high, 2652'' deep, 

No, 504. Legal size. Four $57.50 
rawer 17%,' wide, 

52 4 h gh, 2654'' deep. 


TWO DRAWER $37.00 

No. 202. Letter size. Desk high, 1434" 

wide, 24"' deep. 

No. 502. Loge: size, Two $42.00 
17% 


drawer. Desk high, 
wide, 24" deep. 


FIVE DRAWER $9.00 


No. 205. Letter size, 1434"' wide, 60" 
high, 2654'' deep. 

No, 505. Legal size. Five $75.00 
Jrawer. 173%4'' wide, 60"' 

high, 265¢"' deep. 





Locks for above Files available 
at slight additional charge. 





Safeguard YOUR VALUABLES 
and VITAL PAPERS 


Contains a dial lock secret vault, (only you know the com- 
bination). Plus three full suspension letter files. Heavy 
gauge steel, 1434" wide, 52'/," high, 265" deep. Olive 
green or Cole gray. No, 2004 D $79.50 


<—DESK HEIGHT 


Contains one letter size fu 

suspension drawer plus Bm 
vault. Desk high, 14%4"' wide 
24"' deep. No. 2002 D $57.50 


COUNTER HEIGHT 


No, 2003 D (not shown) con 
tains two full suspension, letter 
size drawers plus safety vault. 
14%,"" wide, 40" high, 265%" 
deep. $62.50 


Above cabinets available with 
locks at slight additional cost. 


Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A. ' 
For More Information Circle No. 268 
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COLE'S 
complete 
home office 





The "DESK n’ FILE" 


A complete office all in 
one handsome unit, Re- 
tractable desk, files for 
checks, letters and sta- 
tionery, compartments 
for books. Protected by 
two strong outer doors 





under lock and key. 





Heavy gauge _ steel. 
3234" wide, 60" high, 
19" deep. Green or 
Cole Gray. No, 1093. 


$1 19-00 





available in Grained 
Blonde Oak, 


or Knotty Pine 








Top quality “RECORD-CARD” files 
at rock bottom prices! 


Combination file for both index cards and 
other records. Full suspension letter size 
drawers. Heavy steel, green or gray. 


Three letter size drawers plus two 
d drawers for 3 x 5 or 4 6 cards (8000 
capacity). 143%4"' wide, 52!4"' high, 2654" deep. 


$69.50 


No. 322. COUNTER HEIGHT (not shown), Two 
letter size drawers and two card drawers (8000 
capacity, 1434"' wide, 40°’ high, 2654"' deep. 

$59.95 
No. 321. DESK HEIGHT. One letter size drawer 


and two card drawers (7200 capacity), plus a 
sliding shelf. 1434'' wide, desk high, 24"' deep. 


$47.50 


"Record-Card"' files available with plunger 
type lock that automatically locks all drawers. 


Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A. 
For More Information Circle No. 269 
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MAIL 


THIS COUPON TODAY 


for your free copy of 


“How to Get GREATER SERVICE 
AND VALUE from your RECORDS 
& LETTERS” 


L. L. BROWN PAPER CO., ADAMS, MASS. 
Please send me FREE copy of “How To Get Greater 
Service ond Value From Your Records and Letters.” 


Nome 





Title 





Company 





Street 





State 
Please Print Plainly 





A Guide to 
BETTER RECORDS 


and 


IMPRESSIVE LETTERS 


Here is a comprehensive resume of 
essential facts that will help you to 
more efficient paper selection. It is yours 
for the asking. 


With this handy guide, amply illustrated 
and simply written, you will be better 
able to 


% Judge poper properties and their value. 


%& Determine the effect of poper prices on 
total record or letter costs. 


% Get correct, most economical grade for 
each specific need. 


% Choose papers of permanence, durability, 
prestige. 


If you use, select or buy record or letter 
papers, you will find this an invaluable 
guide in making the best choice for all 
of your needs. 


& 
Since {gh 009 
L.L. BROWN 


Record and Correspondence 


PAPERS 


LEDGERS, BONDS, INDEX 
BRISTOLS & LINENS 
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Visomatic 
Typewriters 


the new... the exclusive -.. 


Now... R. C. Allen Visomatic Typewriters in any of 21 
color-keyed combinations to match your office. There are 
new R. C. Allen features, too, that mean more efficient typ- 
ing... the new R. C. Allen Hi-Speed Touch has a lighter 
touch for less typing effort; exclusive visible and automatic 
margins let you "see it, set it, forget it’. Fabric or carbon 
ribbon, choice of type styles, carriage widths — 11” to 26” 


10-KEY ADDING MACHINE 
The Only Adding Machine With a Memory 


You save time and motion, avoid errors with the exclu- 

sive R. C. Allen Memory and Recall Keys. . . press the 

memory key and hold any figure for later use, bring it 

back when you want it... press the Recall Key to speedily oe betlcord he 
restore and correct errors without re-indexing. Also of pe C Allen Business Ma 
automatic step-over multiplication, motorized correction chines. Call him today, or use 
key and single or single-double-triple cipher keys. coupon for literature 


Please send me full color literature on the new "Color- | 
R (; All Keyed" Visomatic Typewriter, and folder on the Adding | 

, * : 

e ° ail Machine With A Memory 
Business Machi i 
Cod al ial-t- Sam fale NAME 
FIRM 


668 Front Avenue, N. W. ADDRESS. 
Grand Rapids, Michigan | city 

















For More Information Circle No. 191 
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IT’S EFFICIENCY WITH 
THE MODERN LOOK! 


Time-savers on the desk top...and 
with the modern look you want! 
Everybody approves when you 
select desk top equipment designed 
by the Bert M. Morris Co, They're 
matched in color, style, and utility! 

Include this modern desk top 
equipment in your office planning. 
Available from the Bert M. Morris 
Co, is a 1957 Catalog to help you 
plan wisely. Write for it! 


ESSENTIALS IN 
EVERY OFFICE 
Morris Safe-T-Set 
Beauty with efficiency—large ink 
supply can’t leak, won't spill, is easy 


to fill. 


Morris Memo Holders 

Holds standard memo paper. Avail- 
able with ball point pen attached. 
Morris Phone Rest 

Frees both hands. Fits all phones— 
either shoulder. 

Morris Trays—Letter & Legal 
Easy access with rear suspension. 
Stacks to any height. 

Morrisharp Electric 

Pencil Sharpener 

Fast, self-starting. Cutting stops 
when desired point is obtained— 
choice of medium, fine, extra-fine. 
Morris Ash Tray 

HE-MAN size... Perfect for sales 
meetings...removable glass liner... 
matches newest style in steel office 
furniture. 


BERT M. Morris Co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd., Montreal. Quebec 
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How much does it cost 
to be 
every carbon copy you make 


is clear, sharp, 
and fade-proof? 


Only 5/100 of a cent per copy! That’s 
all the premium for Old Town’s Dawn 
carbon paper amounts to — 5/100 of a 
cent for a record copy you can be sure 
of every time. 


Dawn carbon copies have the sharpness 
of originals. They are clearer, cleaner, 
easier to read than ordinary carbon 
copies. And they stay clear and sharp — 
never fade, never smudge, never blur. 


aye. sure 


soa wile 
4 ee 
Py: * 
Ui hist h vg 
£ Ae 1d Seagate 


eh NON-CURL CARBON PAPER | 


ew asa peor was 


Just as important: non-curl Dawn 
handles flat—rolls through the machine 
flat, without wrinkling or creasing — 
cuts collating time in half. 


* Registered 


FREE SAMPLE KIT Old Town, Dept. 037, 750 Pacific St., Brooklyn 38, N. Y. 


Send for your free samples of Dawn. 
Kit includes table of weights and Fj 
“ae irm 

finishes of carbon paper, helpful 

hints for secretaries. Mail this Address..... ; 
coupon today. Ge sis. ; State. 


Name. 


My typewriter is (] standard [) noiseless [J electric. 
I usually make [) 1-4 copies [1 3-6 copies [) over 6 copies. 


world’s foremost maker of carbons, ribbons, duplicators, duplicating supplies. 


For More Information Circle No. 240 
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ee 


te 
Makers of Boys’ Furnishings Oe. 
Keep Track of Total Sales with DENOMINATOR 


Constant and immediate knowledge of cumulative 
sales to date is vital to the merchandiser and the 
cutting room. 

Sales of over 300 different styles are tabulated on 
The DENOMINATOR assemblies shown above. Up-to- 
date recorded totals are always available for inspec- 
tion. These totals are periodically posted to interim 
sales reports. The DENOMINATOR has effected 50% 
savings in time previously required to do this task by 

, pencil and paper. 
re ‘s Without obligation, let us show you how 

u DENOMINATOR can help you with your sort 

‘| and count problem. Write Dept. O-72 
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You Can't Shoot Par With ONE CLUB but... 
ONE MACHINE does all your Photo-Copying Work 





¢. funter Cus 


HeccoKwik photo-copyists 


Copy Any Mark on Any Paper 


There’s no limit to what you can 
copy with the Hunter Cub photo- 
copyist. Print it—type it — hand- 
write it — blueprint it — and the Cub 
will copy it just the same. 
Facsimiles are clear, sharp, perfectly 
defined. You get a finished, dry copy 
in 30 seconds. The Cub works any- 
where — no darkroom needed. With 
20 minutes instruction, any girl can 
operate it. And Hunter’s new Auto- This new tow-priced Hunter model makes photo-copy- 
Feed (optional) gives you a prac- office gt pm Pg ee og Suilt by ‘or mace 
tically self running machine. Both that pioneered photo-copying in the U.S.A 
the Cub and its papers are American 
made — no dependence on imports. 
Priced at only $195, the Cub will CLIP TO YOUR LETTERHEAD: 
pay for itself almost before you ELI 
know you have it. It saves the time Hunter Photo-Copyist, Inc. 
wasted when copies are typed — the ath, 
money wasted when work is sent Cat hy’ 
out. A demonstration will prove that Se” | Gentlemen: 
you need this one-machine photo- Bs: one | 1 want a Hunter Cub dem- 
Se ae ae ie moc nal_ aration in my fen 

i. 


33 Spencer St., Syracuse, N.Y, 


— ee ee ee ee ee 
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You'll find LIBERTY Storage Boxes answer 
all requirements for a modern, efficient and 
FREE BOOKLET economical method of storing inactive records, 


Informative Manual of Your records are always readily available 
Record Storage Practice 
after five, ten, even twenty years—as clean 


gives best record handling 


procedures, how long and neat as when they were originally filed. 
— Costs for this efficiency are trifling — over a 
ten-year period, costs of a LIBERTY Box 


legal requirement 
figure Out at just pennies a year! 


STOCK Sturdily constructed of high-test corrugated 
- fibre-board with patented closure, LIBERTY 


LETTERS | Boxes are the best low-cost way to 
LETTERS 
cap 


invoice 10%" x Bia x24 stationers and office equipment 


CHECKS — J ‘ 
5 emanate re i ; : dealers from coast to coast. 


store inactive records. Available at 


VOUCHER 
CHECKS 
~ DEP. SLIPS 
a DEP. SLIPS 
$ TAB CARDS 
TAB CARDS 
4 TAB CARDS 
li) oes CARDS 
4x6” CARDS 
4x6" CARDS 
Sx CARDS 
ars" CARDS 
tas = 
oa? 
96 


a 
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~ VOUCHERS 
4 


DON’T DELAY! Write on your 
business letterhead for complete 
; 


information and prices do 


it TODAY 





only 
LIBERTY 
has ali 
these Corrugated Board Dustproot 
FEATURES fe Of moistu m for dust 


Ores are rlapr 


BANKERS BOX COMPANY ,_ <= 
Established in 1918 am 
2607 NORTH 25th AVENUE + FRANKLIN PARK, ILL. (sor of chose) 








Odhner saves work by gaining time mechanically. 


New automatic multiplying short-cut Odin 


outspeeds, outlives all other ten-key adding machines 


This great new adding machine multiplies in one-third the standard time. The new short- 
cut Odhner must outlive your present unit because it multiplies with a fraction of the 
customary wear. And with the new Magic-Multiplier Row, you select your multiplier 
easily—with no more cycle counting. 


TIP-TAP CONTROL. Large operating bars— ALL-DAY TEST. Give your fussiest operator 
add-subtotal and subtract-total—to the one day on the new automatic multiplying 
right of the numeral keyboard, respond to _ short-cut Odhner; compare her performance. 
a tap of the little-finger tip. 


FACIT CALCULATORS, ODHNER ADDING MACHINES AND HALDA TYPEWRITERS. 


See the classified phone book or write: 


FACIT ‘INC. 404 Fourth Ave., New York 16, or 235 Montgomery St., San Francisco 4 
Sold and Serviced in more than 100 countries, 


International Export Offices: ORIGINAL-ODHNER, GOTHENBURG, SWEDEN 
For More Information Circle No. 389 
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° \ Not only slip resistant, but curl re- 
sistant and long wearing . . . excellent 
quality for customer satisfaction and 
greater dealer profits. Standard 
Weight — Lightweight — Feather- 
weight. Hard, Medium and Intense 
Finish. 

RECORDS ETERNAL RIBBONS ...a 
standard of perfection in Fine Cotton 


Ribbons. Light, Elite Medium, Precise 
Medium, Service Medium, Medium 


\ Heavy, Heavy. 


Write for samples and complete information. 


. ae 


Monvfacturers Carbon Paper @ inked Ribbons e Carbonized Rolls 
The Complete Line — That Stands the Test of Time” 


H. M. STORMS COMPANY 


STORMS BUILDING ° BROOKLYN 38, N. Y ®teonps erent 
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| my advice to you™ 
» “provide your business records 
with Certified Protection from ; 


fire if you expect to 
stay in business!” 


43% OF THE BUSINESSES 
THAT LOSE THEIR RECORDS 
DUE TO FIRE GO OUT OF 

BUSINESS WITHIN 6 MONTHS. 
Take the advice of “Freddie the Fireman” 
and send for the FREE BOOKLET, “Your 
Records and how you can protect them.” 
It may someday save your business. 
\ Use the convenient coupon shown below. 








VICTOR® SAFE & EQUIPMENT 

P, O. Box 520, North Tonawanda, New York 
Please send me the free booklet so | may analyze 
my records and the fire hazards that affect them. 
NAME 


FIRM 
VICTOR SAFE & EQUIPMENT 


Remington. , / Po Me =F DRESS 





Lt anniiteiinnedaaial 


NORTH TONAWANDA «= NEW YORK 


For More Information Circle No. 413 
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Bi!) SON 


repel fingerprints 
because of 

ele ctiwe 
S62 FR Sati waty 


--» what is selective sensitivity? 

It’s the amazing feature of Davidson Paper Masters that attracts 
images formed by typing and drawing, while repelling fingerprints 
caused by surface contact! Result: sharp, clean reproduction. 
Davidson Direct Image Paper Masters are the finest at any price. 
Compare these 8 big advantages and you'll understand why: 
e Consistently uniform quality e Far greater strength 
e Remarkable dimensional e Stay flat 

stability e Easy to make corrections 
e Exceptionally brilliant copies ¢ Ideal for preprinted 
e No special plate etch needed images 


2 Medium Run Paper Masters 
Excellent for systems work, medium and short runs of 
duplicating and preprinted forms. 


=B Long Run Paper Masters 
Have heavier base stock and coating. Ideal for long-run 
duplicating, preprinted forms and long-run jobs. 


@ Deluxe Paper Masters 
Have strong base stock and additional coatings. Suitable 
for reproducing drawing, ruling, reruns or long runs. 


* . t 
Write for a demonstration. DAVIDSON CORPORATION 
F i A Subsidi # Mergenthaler Linotype C 
You I be amazed at the spark 29° rca snceny mt pn aoe pony a 
ling, smudge-free reproduction | i Distributors in all principal cities and Canodo 


Text set in Linotype © Headings in ProType 


For More Information Circle No. 184 
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TV star, Dave Garroway, tries to balance the 
world's largest lead pencil behind his ear 
while actress Lee Fields, "Miss Lead Pencil,"’ 
looks on. Lee recently appeared on Garroway's 
NBC-TV program, "Today,"’ to present him 
with the six-foot replica of the nation's popu- 
iar writing instrument. 


This $2-million IBM 705, at the Whiting Refinery of the Standard Oil Co. of Indiana, is the 
100th 700-series electronic data processer to be installed by International Business RAbichitens 
Corp. It is the fastest and most versatile computer produced by IBM for handling clerical 
problems. Standard Oil uses it to maintain a job order cost system, prepare payrolls, labor cost 
ew records and reports, Later it will be used to compute inventories and production 
records. 
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A MODERN 
OFFICE BUILDING 


Facade of the new office building is mainly 
heat absorbing glass with a colorful mosaic 
panel across the entrance. 


By RALPH 


Said to be America’s most modern 
office building, the recently completed 
home office of Preferred Insurance Co., 
Grand Rapids, Mich., was designed by 
the architectural-engineering firm of 
Skidmore, Owings & Merrill and econ- 
structed by Owens-Ames-Kimball Co., 
Grand Rapids contractors. 


52 


Walnut paneled office (above) of Edward 
Kuiper, president of Preferred Insurance Co., 
has upholstered furniture by Ralph Morse 
Furniture Co.; teakwood side chairs by 
Johannes Hansen, Denmark; ebony desk and 
marble table by Straayer Industries; Teletalk 
intercom by Webster Electric Co, The office 
(below) of E, H. Brink Sr., secretary-treasurer, 
is similarly furnished. 


J. BOLT 


The six-story structure is planned 
and built on an advanced space module 
concept. This, according to Edward 
Kuiper, Preferred’s president, repre- 
sents the unit of space occupied by one 
person in a desk area five by five feet 
square. As applied to the new building, 
the module concept provides a space 
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The office serv- 
ices depart- 
ment on the 
third floor has 
Shaw - Walker 
desks; Steel- 
case chairs, 
files and desks; 
shelf files by 
Art Metal Con- 
struction Co., 
and IBM elec- 
tric typewriters. 


unit with maximum lighting for efficient 
working conditions, air conditioning for 


body comfort in winter and summer, 
plus electric and telephone conduit in 
the floor for intereommuniecation service 
and office machines. With these space 
modules, non-load bearing partitions to 
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Sales and account- 
ing departments 
on the second 
floor showing Fri- 
den and Under- 
wood Sundstrand 
adding machines, 
a National  ac- 
counting machine, 
Meilink Hercules 
stands, Remington 
Rand Line-A-Time 
copyholders, Hed- 
man checkwriter 
and signer, Bor- 
roughs storage 
cabinets, and vault 
door by Diebold, 


Inc. 


create additional office units ean be 
erected at any time. This flexibility pre- 
vents obsolescence. 

The exterior of the building is a re- 
flection of this advanced concept, with 
vertical stainless steel ribs supporting 
heat-absorbing, hermetically-sealed dou- 








ble glass windows, each defining the five- 
foot space module. Built into the roof 
is a series of davits supporting a spe- 
cially designed window washing scaffold 
that is guided down the face of the 
building on vertical ribs that act as 
tracks. 


o4 


Underwriting de- 
partment (above) 
of Preferred. In- 
surance Co. on 
the building's 
fourth floor has 
Steelcase desks, 
chairs and files, 
Burroughs and Fri- 
den calculators, 
and Dictaphone 
dictating equip- 
ment. 
The IBM machine 
accounting section 
(left) is in the 
basement of the 
building. Wiring 
board desk is by 
Wright & Co. The 
duplicating de- 
partment is also 
ere on this floor. 


A free hanging mosaic across the en- 
trance was designed by Margaret Went- 


worth and in abstract form 
with the use of black, brown and ochre 
earth colors, an aerial view of a great 
river cutting through everchanging 
ground patterns. Mr. Kuiper likens it 


expresses, 
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The claims depart- 
ment, on the first 
floor, has black 
tile and walnut 
paneled walls, and 
a plastic luminous 
ceiling, Private of- 
fices for the legal 
and personnel de- 
partments are at 
the rear. 


signature across the land, 
symbolizing the stability and vision of 
the company. 


to a great 


The frank functional look of the 
building’s glass and steel exterior is 
beautifully matched by the exceptional 
service facilities, furnishings and equip- 
ment of the interior. The Preferred In- 


THe Orrice—March, 1957 


The attractive 
third-floor em- 
ployee lounge with 
a smack bar for 
making coffee. 
Light meals are 
available through 
a catering service. 
Room, which seats 
70, also is equip- 
ped with audio- 
visual equipment 
for employee train- 
ing. 


surance Co. was founded in 1927 and 
writes insurance in 38 states and Ha- 
wali. Assets are in exeess of $9,000,000. 
The company pioneered in writing mo- 
bile home insurance in 1947 and, in ad- 
dition to automobile and trailer cover- 
age, writes most major forms of general 
fire, theft, casualty and liability. 





Duplicators Save Yale & Towne $21,000 a Year 


The materials handling division of Yale & | Now 26 people process 500 orders a day and 
Towne Mfg. Co., Philadelphia, used to em- the backlog is seldom more than four hours, 
ploy 25 people to process 250 orders a day, according to W. L. Diehl, department man- 
and the work ran one to two weeks behind. ager. 


Typing the order on a Ditto 
master (right) has eliminated 
the snap-out order form, five- 
part invoice set and six-part 
backorder form formerly used. 
It has also eliminated retyping 
customers’ orders for parts 
which used to comprise 40% 
of the department's typing 
work. 


One of their two Ditto dupli- 
cators (left) is used seven 
hours a day to produce 70 |6- 
part order sets an hour, Three 
blocked-out copies are for en- 
gineering and production, five 
spot-carbonized copies are for 
shipping, two copies for sales- 
men, and one copy each for 
customer acknowledgment, ac- 
counting, production planning, 
stores, credit file, and sales- 
service dept. 
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When partial shipments occur, 
a 3"-wide variable master is 
typed with shipping and in- 
voice data, and extensions. 
This master is overlaid on the 
original Ditto master to dupli- 
cate all copies for backorder 
shipments, Each day about 130 
nine-part backorder sets are 
produced, Although processing 
volume has doubled, Yale & 
Towne is saving $21,000 yearly 
with this system. 
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The Ditto master is filed to 
await invoicing time when it 
is pulled, extensions added to 
it and the six-part invoice 
duplicated. From 800 to 1000 
six-part invoice sets are turned 
out daily. Mr. Dieh! said each 
order set costs ten cents, in- 
cluding materials and labor. 
Invoice sets cost three cents, 
backorder sets 9'/> cents. 





Some of the 300 
Metal-Lux Chairs, 
made by Milwaukee 
Metal Furniture Co, 
and installed by 
John Wanamaker 
Philadelphia, Inc., in 
the offices of the 
Warner Co. Phila- 
delphia. 


Comptoir Suisse, Lausanne, Switzerland, site of the International Exhibition of Printing Industries 
and Allied Trades from June | to 16. The Graphic 57 exhibit will cover over 400,000 sq. ft. and 
show the products of more than 400 exhibitors. A series of tours and excursions at special rates 
has been arranged by Consolidated International Equipment & Supply Co., 1112 N, Homan Ave., 
Chicago 51, from whom complete information can be obtained by those desiring to see the 
Graphic 57 show and visit graphic arts centers in Europe. 
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Look... you can type on it! 


MAKE REVISIONS 
IN SECONDS 


with this new invisible tape 
you can write on! 


FAST, NEAT CHANGES are easy to make with 

“Scotcn’”’ 810 Permanent Mending Tape. It 

has a new non-reflecting surface you can write on with pencil, ink or 
typewriter. And revisions look neater because ‘“‘ScoTcH’’ 810 becomes 
practically invisible on contact with paper. Also, it will never shrink, 
become brittle or ooze adhesive. “‘“Scotcn’’ 810 is the ideal tape for 
invisible mending of office records, maps, important documents. Get a 
supply today! 


REG. U.S. PAT. OFF 


Sc 


810 Permanent 
Mending Tape 


ooucr On 


a 
P The term “Scotcn”’ is a registered trademark of Minnesota Mining and Manufacturing 
Co., St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N.Y. In Canada: 

P.O. Box 757, London, Ontario. 


For More Information Circle No. 201 
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0 West European 


The touch of genius in design and construction, combined with matchless quality product 
Swedish craftsmanship, provide the world’s smoothest, fastest and 
most dependable adding machine: ‘‘addo-x’"’—the only adding machine 
with calculator performance, preferred in 100 countries 
The nation-wide ‘‘addo-x” dealers are listed in the “Yellow Pages” 
of your telephone directory. Write for free booklet No. 65 to 
‘‘addo-x inc’’——300 Park Avenue, New York 22, New York 


For More Information Circle No. 199 
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ADDLEE 
484 Be 


The world-famous Adler “Universal” typewriter is a masterpiece of West 
German precision engineering. Its amazing features, custom-built 
quality and beautiful appearance reveal Adler’s absolute superiority 
over any other typewriter. 

Ask your local dealer for a free demonstration in your office or clip 

this advertisement to your letterhead and mail for more information to: 
“‘addo-x inc’’——300 Park Avenue, New York 22, New York 


For More Information Circle No. 200 


THe Orrice—March, 1957 
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quality product 





AT LAST! A STEEL FILE AT THE COST 


OF CORRUGATED BOXES AND STEEL SHELVING OR LESS.... 


A cluttered cardboard storage room such 
as this, is a costly waste of space and 
employee time that you can’t afford. 


Nylo Glide record files save 40% or more in 
valuable floor space and the accessibility of 
RFI files saves you valuable employee time. 


Record Files, Inc. == | <a Pe i These nylon bearing smooth 
provide file room lay- “a, db operating files are available 
out and installation, plus ~ in any size. No waste spac 
a record retention schedule, —inside or out. Designed to 
free of charge, with each order. fit the records they hold. 


SAVE TIME — SPACE and INCREASE EFFICIENCY with RFI’s STEEL RECORD 
FILES. Let RFI assist you in creating a clean, efficient file room area with 
Nylo-Glide files, at or less than the cost of shelving and corrugated boxes. 


RECORD FILES, INC. 
P. 0. BOX 581 e WOOSTER, OHIO l RECORD FILES, INC. 
P. 0. BOX 581 of Nylo-Glide files 


Please have your nearest representative i 

stop and see us at his convenience. WOOSTER, OHIO = an or —— 
under a great load 
or pressure. 


Nylon bearings prevent binding, 
cause drawers to work easily 
while under heavy load. 


The great strength 


For More Information Circle No. 185 
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pre-sensitized 


plates produced 


in seconds..... 
with Rapid Printer 
by nuArc 








...the only Complete 
Printer with a built-in 
automatically controlled 
Carbon Arc Lamp 





It is a proven fact 

that the carbon arc lamp is 
the only known method of 
making long running offset 
plates that reproduce true, 
sharp line definition and 
dot structure. 

Make your plates efficiently 
and economically, the same 
as the large lithographers 
... with an arc lamp. 

Get the facts on nuArc 
Rapid Printers. 


Contact your dealer 
or write for bulletin 23040 


COMPANY, INC. 
General office and factory: 
624 S. Western Ave., Chicago 12, til. 


Eastern Sales and Service: 215 Fourth Avenue, New York, N. Y. 


For More Information Circle No. 334 
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felts tl BLANKETS 
chines 


MERCURY-LITH R eR 
for Multilith printing mo 


GRAPH ROLLERS» 
cating machines 


— 


If you want your duplicating machines to 
produce jobs as fine as those run on big 
printing presses, you’ve got to have rollers 
and blankets that are really accurate. 
Mercury products give you this kind of 
performance because they are built exactly 
like the rollers and blankets this company 
makes for the world’s largest printing or 

» lithograph plants. Nothing else is “just as 
good.” 


RAPID ROLLER COMPANY 


FEDERAL AT 26th STREET CHICAGO 16, ILL. 
Eastern Sales Office & Warehouse: 218-224 Elizabeth Ave. . Newark 8,N.J. 


For More Information Circle No. 326 
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MERCURY j 
for Multigraph dupli 





Alcan Write SUPER stencils 


A new development that sets a new standard for sharpness 
of write . . . that produces mimeographing that compares favorably to 
( ‘ offset printing . . . and that will enable you to get the bulk of 


the quality stencil business in your territory. 


x. B), vi Hiean Write NYLON ribbons 


4 SON/ At last a Nylon typewriter ribbon with super 


absorbency . . . that combines the best in silk and 
cotton ribbons . . . that writes sharper and 

wears longer than any other material . . . and 
that will bring you mew accounts because 

they will sell themselves. 


el 


ee . 
woud 


~~ AS a 
Oe 
or r\ 


ss 


For More Information Circle No. 262 
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Adds 20% To Your Filing Area! 


Filing the DIV-I-DEX way saves executive and 
filing time, space and money. The file drawer is 
divided into six flexible compartments. Folders 
stand erect allowing more units per drawer. Index 
tabs remain visible for easy finding, quick removal, 
rapid replacement — promoting 100% efficiency. 
There is no overcrowding with the DIV-I-DEX 
“drop in method of filing.” Crowded folders and 
guides are quickly transferred to an empty cell, 
thus relieving congestion. DIV-I-DEX gives you 
four times the capacity over bulky hanging folders 
at 4 the cost 





ADDS ONE MORE DRAWER 
TO EVERY FOUR 


At your stationer or write for circular 


Actual photograph 
showing DIV-I-DEX in use. 


CEL-U-UEX CORPORATION 


1 MAIN ST., BROOKLYN 1, N. Y. 


For More Information Circle No. 198 
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A.A. A. Adding Machine Company, Inc. 
26-09 Jackson Avenue - Long Island City, N.Y. 


GROBARK & Company 
159 N. Dearborn Street - Chicago 1, 111 


} 


TOTAL 


adding listing 
machine 
capacities up to 

12 listing 

13 totaling 


I ll keyboard 
NUM ) RIA cee | 


capacities 
up to 10 x 11 x 21 


A.A.A. Adding Machine Compaiy, nc. 
26-09 Jackson Avenue 
Long Island City, N.Y. 


LAGOMARSINO - PAI 
Viale Umbria 36 
Milano (Italy) 


HAND MODELS ALSO AVAILABLE i 
For More Information Circle No. 257 
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Whatever line 7 are you ready to fill the 
of conventional NEW NEEDS 
duplicating of today’s customers? 





products 
Revolutionary changes and improvements in typewriters and 
you now handle duplicating machines now call for the carbon and ribbon products 
that provide reliably good results with these new machines. 


To meet more fully all of today’s requirements Allied research has 
developed a whole new concept in specialized products. 


Take, for instance, one example: 


colored ribbons 
to match letterheads 


- among the 
world’s finest 
duplicating products: 


+> Flagship patented 
ae metallic back 
carbon paper 

Flagship carbon’ 
paper ribbons 


3 Offset ribbons 
Tabulating ribbons ° 
' Addressograph ribbons 


. i With colored letterheads so popular, Allied Dealers enjoy a com- 
: are pet petitive advantage in selling ribbons to — their a 
i letterheads. Exact matches are produced from our stock o 
ee tceee ster carbons color shades in fabric ribbons and 30 different shades of carbon 


Artist transfer carbons paper ribbons. 


Let the Allied man® show you one or more of these newest develop- 
School packs ments, which you can add to your current line, to fill the needs of 
: “ your most important customers today—and you'll begin to get 
_ Carbon binders acquainted with the value of an Allied franchise. 


~ Spirit éarbons * P.S. Or we'll be glad to send you details by mail. Just write to Dept. B3. 


ALLI E D CARBON AND RIBBON MANUFACTURING CORPORATION, INC 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3425 So. Main, Los Angeles 7, Calif. 


For More Information Circle No. 244 
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NO LOST TIME 


hand sharpening pencils with 


The world’s finest completely automatic electric 
pencil sharpener eliminates the 
time-consuming job of cranking outmoded 
hand-type sharpeners. Just insert any 
size wooden pencil and instantly 
the Electro-Pointer gives you 
a perfect point. 


—— 


PERFECT POINT 
INSTANTLY 
EVERY TIME 


At your stationers PROVEN FOR 
or write: OVER 14 YEARS 


STILE-CRAFT MANUFACTURERS, INC. 
1825 MACKLIND ST. LOUIS. 10, MO. 


For More Information Circle No. 226 
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2 MILLION 

ACCOUNTING CLERKS* 

a RELY ON US.__YET 
Sea they don't 


even know 





our name! 





Machine accounting is more economical, goes faster, smoother, more 
accurately . . . clerks work better and customers stay happier .. . 
when accounting machine carbons make clear, clean, attractive copies. 
Makers of America’s best-selling accounting machine carbons insure 
constantly satisfactory performance by using high-quality carbonizing 
papers by Schweitzer. Proved best by test for absorbency, strength, 
purity and uniform texture, Schweitzer papers guarantee the perfect 
marriage of fine carbon inks to fine paper. 

* (Bookkeepers, too!) 


Whenever good impressions count, rely on carbonizing papers by 


PETER J. SCHWEITZER, INC. 


World’s Largest Manufacturer of Fine Carbonizing Papers 


Address inquiries to Elizabeth, N. J. 
Mills at: Elizabeth © Jersey City & Spotswood, N. J, © Lee, Mass, © Mt. Holly Springs, Pa. 


For More Information Circle No. 267 
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SMEAD WHETHER YOU FILE . . . Alphabetically, 


Numerically, Geographically, Chronologically, 
FILING SUPPLIES or by Subject Indexing, THERE IS A SMEAD 


for MODERN § SYSTEM ALREADY TAILORED TO FIT YOUR 


NEED. See your stationer. He will be happy 
BUSINESS to discuss your problems with you. 


meen ee ee INDEX SMEAD’'S 
y using omeads lell-i-Vision filing system, you 
can reduce filing time. The alphabetical-color T E L L = | -V | Ss } oO Ni 


signal system for finding — and the numerical-color REG. U. S. PAT. OFF. 
signal system for replacing—make filing easy, SYSTEM 


fast, and accurate. 





wg 





ee “ier. 
SMEAG’S TWO-PLI-TOP FILE FOLDER 


Made doubly thick at the points of greatest wear. 
Ask for sample. 





SMEAD'S PROPOSAL _ 

¢ COVERS are furnished in OEE SMEAD'S 
many colors and finishes - se y EXPANDING 
Also available with open : j Sy FILES 


window. 
Made of leather- 


_ like material— 

long wearing— 
soil resistant 
Made in many 
sizes with or with- 
out flap 


SMEAD'S DESK 
FILE which is really 
a correspondence \ 
sorter. Available in 
printed or celluloid * 
tabs 
SMEAD'S 
"ON THE STREET" 
CARRYING 
CASE » 
Perfect for carrying 
popers in all types 
of weather Sheds 
woter—glove-fitted 
whether partially or 
fully expanded 
Furnished in four 
sizes. 


Smead Manufacturing Company 


INDIVIDUAL FILE POCKET Hastings, Minnesota ¢ Logan, Ohio 


Designed for bulky material. Expansion up to 32 


inches. Ideal for important papers, contracts, etc. For More Information Circle No. 243 

















use 


Type right iin 


BOSS...PiN7/PinT/ THERES 
SOMETHING | FORGOT ON 





























TAKE IT FROM ME... 
EVERY BODY IN THE OFFICE 
LIKES LE7TEREX — IT DOES 
AWAY WITH OLD FASHIONED 

CARBON PAPER AND SECOND 
SHEETS, KEEP YOUR OFFICE 
HAPPY, ORDER 





/ Ge \ SETTERER TODAY! 
pe JUST SNAP APART 


Ma, 


1" 





LETTEREX 


carbon paper sets (a set is one 


second sheet lightly gummed 
to a piece of disposable carbon ) 
are available in all colors. 
Write or wire for samples and 
details to LETTEREX, 

1640 Connecticut Avenue, 
Washington 9, D.C. 





For More Information Circle No. 197 
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in offices everywhere, the 


evidence is overwhelmingly FOR Tiffany Stands 


Whether it’s safety for expensive office ma- 
chines, low cost per-year-of-service, or im- 
proved efficiency of office workers... the 
verdict by jury (management and office 
workers) is for Tiffany Stands every time. 


Strong, portable all-steel solid construction that lasts 
for years, eliminates fatiguing vibrations; nerve- 
racking machine clatter escapes through the 4-cup 
open top, away from the operator. Smooth edges 
prevent scratches and snagged hose. Choice of 5 
popular office colors. 





MODEL 5000 
MODEL 3000 
2” casters retract with posi- 
The popular-priced stand with tive action; metal castings 
the same features as Model anchor stand firmly in 
5000, except without retracting place; large drop leaf at- 
device. 244” rubber casters taches to either side. With 
have metal brakes on 2 front m 2 drop leaves — Model 5002. 
legs. ‘ 





With 14” sq. pan top— 
Model 5500. 


Sold through better dealers everywhere. Also available 3512” high 
For further information, write Dept. 0 for stand-up work. 


TIFFANY STAND CO. 2i%ccc nc 


For More Information Circle No. 225 
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SUPPLIERS 


ARBON 


DUPLICATING 


RECOGNIZED THE WORLD OVER 


FOR THEIR HIGH STANDARDS 


AND DEPENDABLE PERFORMANCE 


TO DUPLICATING SPECIALISTS 


ROSE RIBBON 
CARBON MFG. C 


AN D 


Ti 


EVERYWHERE 








For More Information Circle No. 186 
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The | Weighs 61 ibs. 


mest | Visible Adding Dials | | 
expensive 
adding. | Adds to $10,000,000.00 | 
machine 
in 

















| Short Stroke Handle | | 








| 150 Operations per Minute | 





WORLD! 





| 2 Color Ribbon | 








| Fully Guaranteed | 





The world’s smallest 
and most economical 


it SUIT A 


At befter Office Machine Dealers or write ta 
age gae Ss (CORP. 
. iA a is b od tt s ee 


For More Information Circle No. 187 


Tue Orrice—March, 1957 





now! 38) need for darkened room areas! 


One of thousands of REMINGTON RAND® products and systems 
for the filing, finding, storing, housing, microfilming, protecting, 
controlling or photocopying of records. For complete TRANSCOPY 
story, write for free booklet (P401) to Remington Rand, Room 
1327, 315 Fourth Avenue, New York 10. 


Remington. Ftand. 
DIVISION OF SPERRY RAND CORPORATION 


For More Information Circle No. 188 
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How Can Offices 
Meet the Rising Costs 
Of Production ? 


HARRY L. WYLIE, Assistant Secretary-Treasurer, Pure Oil Co. 


Protessor of Industrial Management, Northwestern University. 


HEN I WROTE about the ac- 

quisition of office machines, fur- 

niture and fixtures, and major 
appliances in the June 1954 issue of 
THe Orrice (Investing Your Office 
Equipment Dollars), the problem was 
a relatively new one. George W. Dow- 
nie, in his article, Is It Better to Own 
or Lease Office Equipment? (THE Or- 
FicE, March 1954) had pointed out the 
causes and effects of the steadily rising 
curve of the costs of operations as it 
pertained to the office. Now, three years 
later, the curve of operational costs is 
still rising. 

A. reiteration, and probably an over- 
simplification, of the basic problem con- 
fronting office management is how to 
meet and stem the rising production 
cost problem. The answer lies in fur- 
ther mechanization of operations and 
modernization of office facilities. The 
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Management Consultant, Chicago. 


office is presently going through the same 
cycle as the plant, except that the plant 
faced the problems of mechanization in 
the transition for manual methods at 
the turn of the century (about 1890- 
1915). It will be interesting to see how 
the office executives solve the personnel 
problems which attend a reclassification 
of jobs, handle the problems of pro- 
cedural changes, and treat the procure- 
ment of equipment under greatly ex- 
panded mechanical facilities. 

Business is generally suffering from 
the enlargement of the budget and the 
antidote, an increase in cash earnings 
(earnings before depreciation and after 
taxes), is not as potent as it once was. 
A 52% drain on cash (Federal income 
tax rates currently applicable to corpo- 
rations having more than $25,000 annual 
taxable income) siphons off so much 
cash that any substantially increased 








DECLINING-BALANCE METHOD OF DEPRECIATION 


ASSUMPTIONS: 


1. Income tax rates of 52% have been 
used in computing net costs. 

2. A composite useful life of 15 years for 
office equipment has been used; therefore 
straight-line depreciation rate is 6.67%; how- 
ever, the declining-balance rate may be as 
high as 200% of the straight-line rate, there- 
fore annual rate used is 13.34%. 

3. Salvage value was not taken into con- 
sideration in computing annual depreciation 
allowance; no asset can be depreciated below 
its salvage value, therefore, salvage was con- 
sidered when the asset was retired at the end 


of the |5th year. 

4. The investment was considered to be 
$100,000. 

5. Maintenance probably would be taken 
care of by contract. It is estimated that the 
contract cost per year would be $500 for a// 
equipment included in the total investment. 
Major overhauls have been included in the 6th, 
and IIth years, with additional parts cost in 
other years making total maintenance cost 
over useful life period (15 yrs.) $12,000, or 
12% of total investment. 


Net Operating 


Deprecia- Esti- Gross Charges 
tion Per Book mated Operating Income (Deprec. 
Year Using Value Mainte- Charges Tax Plus Maint. 
Calendar Declining of nance (Deprec. Savings After 
Year Bal.Method Equipt. Cost Plus Maint.) at52% Tax Savings) 
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Totals $88,325 $11,675 $12,000 $100,325 $52,169 $48,156 


The net cost, after applying 52% income tax savings by right of expensing depreciation and 
maintenance, is computed to be $48,156, equivalent to an annual interest charge of 3.2%, 
(on $100,000 investment). after giving effect to taxes. 








LEASE-METHOD OF OBTAINING 
ASSUMPTIONS: 


1. Income tax rates of 52% have been used 
in computing net costs. 

2. This plan of /easing is based on a direct 
lease from the manufacturing companies’ sales 
agents. This plan of lease anticipates that 36% 
of original price will be returned the first 
year, 30% the second year, 18% the third 
year and 3% each year thereafter. Basic lease 
period is usually geared to that period of time 
which will return the original price (less 
salvage) plus a carrying or loading charge 
equivalent to 5'/% on the unpaid balance 
each year. Rentals do not apply against pur- 


-—ANNUAL RENTAL CHARGE, 
Return of Carrying 
Capital Charge 
to Mfr. of Mfr. 


Calendar 
Year 















1970 
1971 


2,522 
2,661 339 


$96,481 $23,519 


478 


Totals 


: ; IR! 
1959 15,617 2,383 18.0 
] 









EFFECTIVE USE OF EQUIPMENT 


chase, and title resides in the seller. 

3. Maintenance is the responsibility of the 
lessor; lessor also carries fire, etc., insurance 
on the equipment. 

4. Salvage value is estimated at $3,519 
which is the unreturned capital at the end of 
the I5th year. Salvage under leasing method 
is usually considerably lower than if equip- 
ment were owned and maintained by owner. 

5. The investment is considered to be $100,- 
000 (plus loading charge of $20,000). 

6. Useful life is considered to be 15 years 
before equipment is retired. 


Income Tax Net Operating 
Savings Chg.-Rentals 
of 52% After 

onRentals Tax Savings 


Total Rental 
Paid by 
Lessee 
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1,560 1,440 
1,560 1,440 


$62,400 $57,600 
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3,000 
3,000 


$120,000 








The net cost under the direct lease plan, after applying the tax savings of 52%, is computed 
to be $57,600, equivalent to an annual interest charge of 3.8% (on $100,000 investment). 
Rentals under this plan can be expensed in total; therefore, they constitute a tax savings which 






is recognized in the net cost. 





eapital expenditure requires a journey 
to the money market. Management, fac- 
ing the competing demands for increased 
capital from the office, the plant, the 


Is it better to buy or 
lease office equipment? 


There is no pat answer as to whether 
to buy or lease office equipment. There 
is no standard, correct or incorrect, ap- 
plicable or inapplicable, solution. The 
badge of merit which historically at- 
tended ownership and its implication 
of prudent husbandry of financial re- 
sources, no longer pertains. Ownership 
is but another expediency for the effee- 
tive use of a facility which use can be 
obtained by other means. The decision 
to buy or to lease will be affected by 
five factors: 

1. The philosophy, or attitude, if you 
please, of management toward leasing. 

2. The comparative cost and its at- 
tendant effect on income (and income 
tax). 

3. The availability of cash to meet 
capital requirements. 

4. The method or means used to lease 


transportation and the marketing man- 
agements, looks into the possibility of 
leasing rather than buying its capital 
facilities. 


the equipment. 

5. The amount of equipment required 
to put into effect a program of simpli- 
fication, mechanization and facility mod- 
ernization. 

As we said in our June 1954 article, 
there are no standards by which man- 
agement can appraise and evaluate the 
dollar investment in office machines and 
equipment per employee. All we know 
is that the investment is rising and will 
probably continue to rise as the move- 
ment toward automation is increased. 
With the shortage of personnel, pre- 
dicted to increase rather than decrease 
due to the entrance of fewer persons 
(compared to other labor areas) into 
the field of training for office positions, 
greater reliance on mechanical means of 
office production will continue regard- 
less of minor changes in our economy. 


’ 


High income tax rates have 


changed management thinking. 


Generally speaking, the rental pay- 
ments under a leasing program are re 
lated to the maximum allowable depre- 
ciation applicable to the equipment. Our 
previous opinion that the liberalization 
of depreciation rates in the revised in- 
come tax regulations tends to slow down 


80 


the trend toward leasing of equipment 
still pertains. One of the advantages 
in leasing was that the major expense 
of leasing fell in the first three or four 
years of the lease. Or, stated another 
way, the lease rentals returned to the 
lessor about 70% to 75% of the sales 
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price (value upon which rentals were 
based) of the equipment within three 
to four years. Under straight-line de- 
preciation, the write-off of cost was 
spread equally over the useful life of 
the equipment. In the early life of 
equipment, maintenance is lowest and 
resale value is highest, so it was advan- 
tageous to the buyer in case of owner- 
ship, or to the lessee in case of rental, 
to get the major expense charges as 
early as possible. High income tax rates 
change the thinking of management and 
ordinarily it is prudent to capture all 
deductible expenses as soon as possible 
and not to defer too much to an indefi- 
nite future. 

The straight-line or fixed-percentage 
method of depreciation did not provide 
for any accelerated depreciation charge. 
When the Internal Revenue Code was 
amended to include other methods of de- 
preciation such as the declining-balance 
and sum-of-the-years-digits, the owner 
of equipment could recapture the major 
portion of his investment early in life 


A comparison of the costs 


of the equipment (about 60% in the 
first four years). This changed the at- 
titude toward, and the need for, leasing 
(vs. purchase). 

The analysis of a business problem 
is seldom accomplished in simple terms 
because, as one distinet and recognizable 
trend is developed and appraised, con- 
tradictory and opposing trends develop 
which mask the results and slant the 
statistics. The tight money market 
(which gave evidence of its existence in 
August 1955, by an increase in prime 
interest rate, followed by further in- 
creases in October 1955, and April and 
August 1956) turned the trend away 
from equipment leasing and generated 
renewed interest in the effective use of 
equipment through rentals. Those who 
did not have ready funds, but who had 
the need, looked to the rental market for 
their answer. Those who had the funds 
as well as the need for additional equip- 
ment, looked at comparative costs for 
the advantages of one means as com- 
pared to another. 


of both buying and leasing. 


A comparison of the gross and net 
costs of ownership vs. leasing, may pro- 
vide a basis of understanding. Ordinary 
business circumstances must, of neces- 
sity, be used in developing the compari- 
son. (See pages 78 and 79.) 

Under the direct plan of leasing, even 
though the lease is a long term one, can- 
cellation privileges are included with 
penalties computed so as to protect the 
seller (lessor) against loss. Obviously 
the salvage value is highest in the 
earliest years of the equipment’s use 
and declines as the equipment ages. The 
penalty payments for cancellation rec- 
ognize (1) the amount of capital re- 
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turned and (2) the salvage value of the 
equipment. 

Competitive conditions at any given 
period, the availability of capital and 
its cost, and the credit reputation of 
the purchaser or lessee, will have their 
effect on the lease-contract terms as in- 
dividual cases are scrutinized. We have 
attempted to establish an “average case” 
with realistic assumptions in order to 
furnish a practical basis of comparison 
of the various plans. If every influence 
ing factor were to be evaluated, it is 
obvious that the comparisons would be- 
come so complicated as to be impractical 
for the purpose of this article. 





LEASE-METHOD OF OBTAINING 
ASSUMPTIONS: 

1. Income tax rates of 52% have been 
used in computing net costs. 

2. This plan of leasing is based on a direct 
lease from the manufacturer or sales agent. 
It is a straight-line rental plan, returning prin- 
cipal investment and interest in a period 
usually 10 years or sooner, Interest rate has 
been estimated at 5!/,%. 

3. ‘Maintenance is the responsibility of the 
lessor (also insurance). There are some in- 


Straight-line 
Annual 
Rentals 

for 10 yrs.— 

Returning 
Principal 
and Interest 


Renewal 
Period 
Rentals 


















































Totals $132,667.80 $12,500.00 





Annual Rentals 


$145,167.80 


EFFECTIVE USE OF EQUIPMENT 


stances where a lease is a net /ease, in which 
the lessee pays maintenance and insurance 
costs. Competitive circumstances will govern 
this situation. 

4. Salvage value is the residual which goes 
to the lessor. 

5. Investment is considered to be $100,000. 

6. Useful life is considered to be 15 years. 
Rentals for renewal periods of lease are based 
on 2'/,% of original investment. 


Less 
Income Tax 
Savings 


Net Oper. 

Charge for 
Rentals 

After Tax 
Savings 


Total 


Over 
15 Years 
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10.00 10.00 
$75,487, 


0.00 
$69,680.50 


Under this last plan where rentals are assigned as security for the deal, the net cost (after 
income tax reductions) is equivalent to an annual interest charge on the original investment 


of 4.6%. 
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You can have all the benefits of 


mechanization without waiting for 


traditional budgetary appropriations. 


In periods of a tight money market, 
the conventional method of direct-leas- 
ing from the manufacturer or the sales 
agent may become less available to the 
average customer. The same conditions 
that induce the potential buyer to look 
with favor on a leasing plan may cause 
the seller to be reluctant to finance the 
purchase through rentals. The seller 
must provide the capital required to 
carry the lease either through borrowing 
on the lease or by personally carrying 
the receivable which the rentals repre- 
sent. Even though the lease-method is 
a bona fide rental method, or can be 
made so by developing the proper terms 
and conditions, it is a substitute for out- 
right capital investment and as such, 
capital at one place or the other must 
be provided. If because of the capital 
market, the manufacturer is hesitant to 
use his own eredit resources, the credit 
of the may have to be used 
through the method of lease-rental as- 
signments. This plan (page 82) is com- 
monly used in industry and works like 
this: 

Company “A” leases $100,000 of 
equipment from Company “B” for a 
period of 10 years. The lease recites the 
conditions of rental and the obligations 
of lessor “B” and lessee “A”. The ren- 
tals, which are usually on a straight-line 
basis, and which are computed to re- 
turn capital plus interest over the lease 
period, are assigned to a bank “C”. 
Thus Company “A” consents to the as- 
signment, thereby lending his reputation 
to the deal; Company “B” recovers the 
principal involved in the deal (the bank 
has recourse against Company “B” in 
ease of non-performance by “A” under 


lessee 
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the lease). It is a legitimate transaction 
which permits a bona fide leasing ar- 
rangement. Because the basic lease 
period is usually shorter than the useful 
life of the equipment, renewal rentals 
are established at 214% to 3% of the 
original sales value of the equipment. 

Such salvage value as may exist at 
the end of the lease is the “gravy” which 
the lessor claims and is not taken into 
consideration in computing rentals. The 
salvage value of leased equipment is not 
as accurately predictable as when equip- 
ment is owned and maintained by the 
owner. 

The net costs of the various plans 
of rental as compared to ownership do 
not vary to the important degree to 
make one preferable to another except 
in terms of availability at the time the 
deal is made. 

The increasing use of mechanical 
equipment as a means of stemming the 
upward spiral of office costs has caused 
many potential buyers to turn to the 
rental path for the use of the equip- 
ment. The capital market has also 
played its part in popularizing of leased 
equipment. We think it is accurate to 
state that almost all mechanical aids to 
production are available through lease 
it is only’ a matter of determining the 
mechanics of the leasing method and the 
terms. The prudent company avails it- 
self of all mechanical aids to increased 
productivity without waiting until the 
acquisition can be accomplished by tra 
ditional budgetary appropriations. The 
pay-out period, in which the savings are 
ereater than the added eost, is or should 
be the guiding principle of mechaniza 
tion. 





OMAC’s Annual Seminar & 
Business Show in Chicago 


From March l1lth to 14th 


HIS MONTH the Office Manage- 

ment Assn. of Chicago holds its 

Annual Business Show and Semi- 
nar, co-sponsored by Northwestern Uni- 
versity, at the Conrad Hilton Hotel, 
Chicago, from March 11th through the 
14th. From a modest attendance at 
Northwestern University’s Thorne Hall 
15 years ago, the annual OMAC event 
has grown to record proportions. 50,000 
local and out-of-town visitors will see 
exhibits and demonstrations by 130 lead- 
ing foreign and domestic equipment 
manufacturers and distributors. In ad- 
dition to the main and annex exhibition 
halls, continued expansion of the fifth 
floor exhibition space has been necessary 


Elizabeth McCabe 


is Miss Seminar. 


to accommodate the increased number of 
exhibitors, according to OMAC’s presi- 
dent, A. J. Vosskuhler 

One of the largest chapters of Na- 
tional Office Management  Assn., 
OMAC’s 725 members represent a cross- 
section of the finest business and edu- 
cational enterprises in the Chicago area, 
with interests centering around broad 
administrative and organizational prob- 
lems, as well as on technical and clerical 
activity, and business machine opera- 
tions. OMAC member companies em- 
ploy hundreds of thousands of em- 
ployees in the Chicago metropolitan 
area. This year’s show theme, “Keeping 
Ahead”, is articularly significant in to- 


Betty Ann Welles is 
Miss Business Show. 
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day’s rapidly changing and expanding interest to office managers, personnel 
business world and is a follow-up to managers, accountants, industrial rela- 
last year’s theme, “Look Ahead.” tions managers, system and procedure 

Specialists in important management managers and supervisors. Mayor Rich- 
fields will discuss timely subjects of ard J. Daley of Chicago has issued a 





Exhibitors at the OMAC Business Show 


Acme Visible Records, Inc. 
Addo-X Sales Corp. 
Addressograph-Multigraph Corp. 
Allen Wales Adding Machine Agency 
All Steel Equipment, Inc. 
American Automatic Typewriter Co. 
American Photocopy Equipment Co. 
Arndt Associates 

Art Metal Construction Co. 
Automatic Electric Sales Co. 
Bankers Box Co. 

B.D.C.—Rex Rotary, Inc. 

Berk Office Supply & Equipment Co. 
Bircher Co. 

Blue Cross—Blue Shield 

E. W. Boehm Co. 

Browne-Morse Co. 

Charles Bruning Co. 

Burroughs Corp. 

Carson Pirie Scott & Co. 

Central Typewriter Exchange, Inc. 
Chart-Pak, Inc. 

Chicago Dictating Machine Co. 
Cincinnati Time Recorder Co. 
Clary Corp. 

Commercial Controls Corp. 
Copease Corp. 

Copy-Craft, Inc. 

Copy-Plus Sales & Service, Inc. 

S. K. Culver Co. 
Cummins-Chicago Corp. 

D. & L. Office Furniture Co. 
Desk's, Inc, 

A. B. Dick Co. 

Dictaphone Corp. 

Diebold, Inc. 

Ditto, Inc. 

Domore Chair Co. 

Donovan Hershey Corp. 

Duplicopy Co. 

Eastman Kodak Co. 

Eastman Kodak Stores 

Thomas A. Edison, Inc. 

Elliot Addressing Machine Co. 
Felt & Tarrant Mfg. Co. 

Fototype, Inc. 

Friden Calculating Machine Co. 
General eg orp, 
Generai Copy Equipment Co. 
General Fireproofing Co. 

Gray Audograph Corp. 

Griswold & Co. 

Haloid Co. 

Halverson Products Co, 

Heller Corp. 

Heyer Corp. 

Horder's, Inc. 

Hunter Photo Copyist, Inc. 
Illinois Bell Telephone Co. 
International Business Machines Corp. 
Lee F. Kollie Associates 

Lang Equipment Sales Co. 
LeFebure Business Systems 





Lithoplate, Inc. 

Magna-Dex Sales of Chicago 
Manpower, Inc. 

Marchant Calculators, Inc. 

Marr Duplicator Sales Co. 
Marshall Field & Co. 
Marshall-Jackson Co. 

Master Addresser Co. 

May & Speh Tabulating Service 
McBee oO. 

Mead & Wheeler Co. 

J. Curry Mendes Corp. 

Minnesota Mining & Mfg. Co. 
Monroe Calculating Machine Co 
Mosler Safe Co. 

Multistamp Chicago Co. 

Muzak, Inc. 

National Blank Book Co. 
National Cash Register Co. 
Office Equipment Co. of Chicago 
Office Management Assn. of Chicago 
THE OFFICE 

Olivetti Sales Corp. 

Ozalid Div., General Aniline & Film Corp. 
Photostat Corp. 

Pitney-Bowes, Inc. 

Planned Offices Corp. 

Plus Computing Machines, Inc. 
Precision Mfg. Co. 

Preferred Business Service 
Private-Tele-Communications, Inc. 
Recordak Corp. 

Record Controls, Inc. 

Remington Rand Div., Sperry Rand Corp. 
Robertson Photo-Mechanix, Inc. 
Rol-Dex Div., Watson Mfg. Co. 
Royal Typewriter Co. 

E. G. Ryan & Co. 

Shaw-Walker 

Simplex Time Recorder Co. 

Sims Photocopy Corp. 
Smith-Corona, Inc. 

Soundscriber Corp. 

Standard Duplicating Machines Corp. 
Standard Manifold Co. 
Statistical Tabulating Co. 
Stenographic Machines, Inc. 
Stivers Office Service 

Sturgis Posture Chair Co. 
Tallman, Robbins & Co. 

Thomas Collators, Inc. 

os Stand Co. 

Stenafax Div., Times Facsimile Corp. 
Todd Co, 

Transo Envelope Co. 

Triner Scale & Mfg., Inc. 
Underwood Corp. 

Vari-Typer Corp. 

Victor Addin Slochins Co. 
Visi-Records Systems Co. 

Weber Addressing Machine Co. 
Wheeldex & Simpla Products, Inc. 
Workman Service, Inc. 
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OMAC Seminar Program 


MONDAY, MARCH I1 (Noon) 


OMAC WELCOME: Atvin J. VosskuHLER, President, Office Management Assn. of 
Chicago. 

NORTHWESTERN UNIVERSITY WELCOME: Wit S. Kerr, Vice President 
and General Manager, Northwestern University, Chicago. 

DECENTRALIZING OFFICE OPERATIONS: Raymonp W. Coss, Vice President, 
Prudential Insurance Co. of America, Chicago. 


MONDAY AFTERNOON, MARCH ILI 

RECRUITING—FOUR SOLUTIONS: Panel Moderator, Witsert E. SHEER, Per- 
sonnel Director, Blue Cross-Blue Shield, Chicago. 

GRADUATES: WituiaM C. Reicu, Supervisor of Work Experience, Chicago Board 
of Education. 

AGENCY REFERRALS: Maynarp F. Beutter, President, Illinois Board of 
Private Employment Agencies, Chicago. 

HANDICAPPED: James J. Rocne, Jr., Personnel Director, Palmer House, 
Chicago. 

MIDDLE-AGED GROUP: Kennetu E. Doucan, Personnel Manager, Time, Inc., 
Chicago. 

INCREASED PRODUCTIVITY THROUGH PROPER MOTIVATION: Dr. 


Rosert N. McMurray, Senior Partner, McMurray, Hamstra Co., Chicago. 


TUESDAY MORNING, MARCH 12 
COPIES—WHAT KIND? HOW MUCH? Gorpon E. Bower, Machine Applica- 


tions Manager, Moore Business Forms, Inc., Niagara Falls, N. Y. 
OFFICE MACHINE MAINTENANCE COSTS—WITHOUT A CONTRACT: Jack 
Dutton, Garden City Envelope Co., Chicage. 


WITH A CONTRACT: R. T. McGinnis, General Service Manager, Remington 
Rand Div., Sperry Rand Corp., New York. 


TUESDAY AFTERNOON, MARCH 12 
4 GOLD MINE IN THE MAILROOM: Joun J. Hart, Manager of Air Mail and 
Air Express, United Air Lines, Chicago. Srratrorp W. Rice, Manager of Air 
Mail and Air Parcel Post, Eastern Air Lines, New York. Date W. Bauer, 
Assistant Cargo Sales Manager, Capital Air Lines, Washington, D. C. 
THE BASIS FOR SUCCESSFUL COMMUNICATION: Pierre D. Martineau, 
Director of Research and Marketing, Chicago Tribune. 
WEDNESDAY MORNING, MARCH 13 
HOW TO CONTROL HEALTH AND SAFETY: Paut Jones, Director of Public 
Information, National Safety Council, Chicago. 
TRAINING TECHNIQUES FOR OFFICE SUPERVISORS: R. F. Jacossen, 
Training and Education Manager, Hardware Mutuals, Stevens Point, Wis. 
WEDNESDAY AFTERNOON, MARCH 13 
RECORDS—HOW THE SUPERVISOR CAN CUT COSTS: Emmertr J. Leany, 
President, Leahy & Co., New York. 
HOW TO HANDLE OFFICE COMPLAINTS: T. A. Duckwortn, Personnel 
Director, Employers Mutuals of Wausau, Wis. 
WEDNESDAY EVENING, MARCH 13 
BANQUET: Chairman, Atvin J. VosskuUHLER. Toastmaster, FLoyp GuILLor, 
President, National Office Management Assn. 
A RINGSIDE SEAT AT WORLD EVENTS: Capr. Witu1am Mort, U.S.N., Chief 
of Staff to Admiral Radford, Washington, D. C. 
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proclamation declaring the week of 
March 10-16 to be Office Management 
Week in Chicago. 

Several bread-and-butter items of 
office management will be the seminar 
subjects on Tuesday, March 12. In the 
morning, Gordon E. Bower of Moore 
Business Forms, Ine., will bring lis- 
teners up to date on reproduction meth- 
ods—their applications and costs. Then 
there will be an appraisal of office ma- 
chine maintenance practices, with and 
without a service contract. On the after- 
noon of the same day, representatives 
of three airlines will conduct a clinie on 
the office mailroom. They will present 
educational data on when and how to 
use the various mail services to save 
money. Their premise is that offices gen- 
erally waste some 714% of their postal 
budget. 

Emmett J. Leahy, president, Leahy & 
Co., New York, will describe how a 
supervisor can cut costs on records. Mr. 
Leahy served as archivist on the staff of 
the National Archives; director of office 
methods in the Navy; and task force 
chairman of both Hoover Commissions 
covering records management and 
paperwork management. 


Wilbert E. Scheer, personnel director, 
Blue Cross-Blue Shield, Chicago, will 
serve as moderator for a panel which 
will discuss four areas of employee re- 


cruitment: schools 
agencies, and _ the 
middle-aged groups. 

Dr. Robert M. MeMurray, senior 
member of McMurray, Hamstra Co., 
Chicago, has for his subject, “Increased 
Productivity—Through Proper Motiva- 
tion.” Dr. MeMurray has been contin- 
ually engaged in consulting work in the 
fields of manufacturing, distributing, 
transportation, research and develop- 
ment for many years. He has written 
extensively in both popular and scien- 
tific publications. In 1944 he published 
Handling Personality Adjustments in 
Industry and more recently a manual 
entitled Tested Techniques of Personnel 
Selection. 


and employment 
handicapped and 
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How to control health and safety of 
employees will be learned from Paul 
Jones, director of public information for 
the National Safety Council, Chicago, 
whose responsibility is to keep the na- 
tion informed of its accident problem 
and the attempts to solve that problem. 
Mr. Jones is also in charge of the coun- 
cil’s staff of artists, cartoonists and 
photographers, and responsible for pro- 
duction of safety posters distributed to 
cities and industrial concerns through- 
out the nation. 

Raymond W. Cobb, vice president, 
Prudential Insurance Co. of America, 
will keynote the seminar meetings. Capt. 
William Mott, assistant chief of staff to 
Admiral Radford, Chairman of the 
Joint Chiefs of Staff in Washington, 
will deliver the banquet address on the 
evening of March 13. Capt. Mott is a 
brilliant speaker who has had a wealth 
of experience in interesting places. He 
was in charge of an Intelligence and 
Information Center for President Roose- 
velt during the war and in almost daily 
contact with the President. Capt. Mott 
saw active duty in the Pacific and was 
awarded the Legion of Merit with Com- 
bat Citation. Later he became chief 
international law officer for the Navy. 
Having lived the part, he is well quali- 
fied to talk on world affairs from a ring- 
side seat. 

Elizabeth MeCabe (Miss Seminar), 
Foote, Cone & Belding Advertising 
Agency, and Betty Ann Welles (Miss 
Business Show), Marmaec Insurance 
Agency, will reign throughout the show. 
Both are white collar girls selected from 
candidates submitted by member com- 
panies. 

Paul Holly of Helene Curtis Indus- 
tries and immediate past president of 
OMAC, is general chairman of the 
Business Show and Seminar. He is 
assisted by Milton H. Anderson, W. A. 
Alexander & Co.; Jack Crowley, Hot- 
point Co., and Arthur W. Glennie, La- 
Salle National Bank. Registration in- 
formation can be had from OMAC, 
Dept. O, 105 W. Madison St., Chicago 2. 





JOHN R. GRAY 
NOFA Executive 
Director 


JOHN E. MOSSMAN 
NOFA President 


NOFA Convention and Exhibit 
In New Orleans, March 27-31 


HE 11th ANNUAL convention of 


the National Office Furniture Assn 

will be held at the Jung Hotel, New 
Orleans, March 27-31. The accompany- 
ing products exhibit will be held in the 
city’s Municipal Auditorium. One of the 
most popular exhibits has always been 
the model offices and, this year, over 


5000 executives will be invited to see 
them on Sunday, March 31. Dealer mem- 
bers of NOFA are furnishing the names 
of their customers for the invitation 
list. In addition to four model offices 
using both wood and steel furniture, 
there will be an Office of Tomorrow 
which will attempt to presage how the 
future office will look. The Upholstery 
Leather Group will have a $40,000 dis- 
play of new pieces. 

Keynote speaker at the convention 
will be Thomas E. Ryan, market re- 


Thomas E. Ryan Dr. Paul E. Smith 


search director of Time magazine, who 
will be heard at the opening conven- 
tion luncheon on March 28. Mr. Ryan 
will tell of the unlimited opportunities 
awaiting the office furniture dealer who 
effectively exploits his market. The 
speaker will present statistics on the 
scope, size and buying trends of the 
office furniture market. 

The annual business meeting will be 
held at 10 a.m. on March 28, preceding 
the opening luncheon. On March 29, 
three workshop breakfasts will em- 
phasize the industry’s current needs 
from the viewpoints of dealers, manu- 
facturers and representatives who will 
meet in separate groups. A general 
workshop luncheon will follow for the 
exchange of ideas. 

On March 30 there will be a manage- 
ment clinic panel discussion of sales 


Kenneth A. Berven Everett Brown 
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training, freight savings, operational 
costs, store modernization, and office 
furniture layout planning. 

The Correct Seating Institute will 
make the first demonstration of its Seat- 
O-Meter, a machine designed to elimi- 
nate guesswork in the selection of the 
proper posture chair for each individual 
user. The Correct Seating Institute of- 
fers special services to both dealers and 
manufacturers (as well as to buyers and 
users), which will be explained at its 
convention exhibit. For more informa- 
tion about the Seat-O-Meter, see page 
166 of this issue. 

The City of New Orleans will honor 
NOFA during its convention by declar- 
ing the week of March 24, National Of- 
fice Furniture Week in that city. Stores 
and other places of business will display 
signs and banners to welcome registrants. 
Relaxation features of the convention 


will include the NOFA Golf Tourna- 
ment on March 27 and a “Fabulous 
Night in Old New Orleans” on March 
28. Ladies’ activities will comprise a 
get-together tea on March 28, bus tour 
of the city, walking tour of the French 
Quarter, shopping tour, luncheon at An- 
toine’s, and a boat ride on the Missis- 
sippi. 

John E. Mossman of Desks, Inec., New 
York, is NOFA president. General con- 
vention chairman is C. G. Wilcox Jr. of 
Modern Stationery Co., Baltimore, and 
co-chairman is A. W. Herrman, Office 
Equipment Co., New Orleans. Complete 
convention registration is $20; ladies’ 


registration is $16.50. All members of 
the office furniture industry are invited 
to attend this year’s biggest industry 
event. Complete information can be had 
from NOFA’s executive director, John 
R. Gray, 327 S. La Salle St., 


Chicago 4. 





WEDNESDAY, MARCH 27 


12:15 p.m. OFFICERS CONFERENCE. 


THURSDAY, MARCH 28 
10 a.m, BUSINESS MEETING. 


Time, Inc. 


FRIDAY, MARCH 29 


SATURDAY, MARCH 30 


SUNDAY, MARCH 31 





NOFA Convention Program 


9 am. GOLF TOURNAMENT: H. Pierson, J, O. LeBlanc, Hosts. 


11:15 a.m. OPPORTUNITIES UNLIMITED: Thomas F. Ryan, Market Research Director, 


1:15-7 p.m. EXHIBITS OPEN in Municipal Auditorium. 
8:30 p.m. A FABULOUS NIGHT IN OLD NEW ORLEANS. 


8 a.m. WORKSHOP BREAKFASTS: Dealers—Kenneth A, Berven; 
J. Emhardt; Representatives—D, G. Myles. 

11:45 a.m. SELLING IN TODAY'S MARKET: Dr. Paul E. Smith, Assistant Dean, College 
of Business & Public Service, Michigan State University. 

1:30-7:30 p.m. EXHIBITS OPEN in Municipal Auditorium. 


9 am, MANAGEMENT CLINIC: C, G. Wilcox Jr., Moderator, Sales Training—Herbert 
Buhler Jr.; Office Furniture Planning and Layouts—R. P, Adams; The Dealers and 
the Interior Decorator—Everett Brown, A.1.D. 

Noon-7 p.m, EXHIBITS OPEN in Municipal Auditorium. 


12:30-6 p.m. EXHIBITS OPEN in Municipal Auditorium. 


Manufacturers— 
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Courtesy American 
Automatic Typewriter ( 


CORRESPONDENCE 


MANAGEMENT 


A. C. SIPES 

Oftice of the Adjutant General, 
Department of the Army, 
Kansas City Records Center, Mo. 


OW CAN WE IMPROVE the qual- 
ity of correspondence and reduce 
the cost of correspondence opera- 


tions? Both these objectives are pos- 
sible through simplifying and speeding 
the preparation and handling of neces- 
sary communications, and eliminating 
unnecessary correspondence. 

To accomplish all of this, our man- 
agement program must include: 

1. Development of standardized pro- 
cedural and style policies and practices. 

2. Development of letter guides and 
pattern paragraphs. 


3. Development, use, and control of 


form letters. 
4. Development of quality standards. 
5. Development of cost standards. 
6. Control over non-essential copies. 
7. Development of retention stand- 
ards. 
Style, format, assembly, etc., of busi- 


communications should follow a 
company-wide prescribed plan or pat- 
tern which is easy to learn and use. 
Adopt a firm policy of letter style using 
simple language which is easy to read 
and understand. Implement company 
policy through basic guides to writing 
plain, effective letters. 

The General Services Administration 
in their publication Plain Letters pre- 
scribed a 4-S formula for achieving ef- 
fective correspondence: shortness, sim- 
plicity, strength and sincerity. Other 
proponents of simplified writing offer 
the 5-C check: complete, concise, clear, 
correct and courteous. 

The length of letters obviously con- 
tributes to the cost of letters. The aver- 
age business letter is from 20% to 50% 
longer than necessary. This increases 
the cost proportionately. Shorter let- 
ters save dictation and typing time, are 


hess 
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“Our THOMAS COLLATOR paid for itself 


on the very FIRST JOB! 


“The job. I’m referring to was the col- 
lating of 2500 copies of Baker Chemical’s 
300-page price catalog. Normally a cat- 
alog of this size has its share of pro- 
duction problems, but an emergency 
65% revision, midway through, compli- 
cated matters even more. 
“Yet instead of 20 to 30 girls doing 
hand collating and piling up hundreds 
of hours of overtime, we accomplished 
the entire catalog revision and assembly 
with a Thomas Collator and three girls 
during regular working hours!” 


4 


if 


ee Sane 


More in use than all 
other makes combined 


Copyright 1957, Thomas Collators, Inc. 


JAMES E. WILLIAMS, Off. Mgr. 
J. T. BAKER CHEMICAL CO. 
Phillipsburg, N. J. 


You, too, can increase efficiency, perk 
up office morale and cut costs by 50% 
with a Thomas Collator. And only with 
Thomas do you have the pick of two 
complete lines — electric-powered and 
mechanical! There’s a big price advan- 
tage, too! Thomas Collators cost less 
per bin opening than any other collator 
—bar none! 

Send today for the full story... simply, 
completely told in our new fully colored, 
illustrated brochure. No obligation, of 
course. 


Thomas Collators, Inc., Dept. B 
50 Church Street, New York 7, N. Y. 
At no obligation, please send me: 
(] FREE New Full Color Brochure 
[] FREE Collating Cost Calculator 
[] Demonstration at my convenience 


NAME : ai ; ‘ebienek 
(Please Print) 

COMPANY ____ 

ee 


|) Se en STATE 


For More Information Circle No. 224 
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easier to understand, easier to classify 
and file, and cut down the volume of 
file material retained. 

The length of a letter is measured by 
its content. The test is: Does it say 
more than need be said and does it take 
too many words for what it must say? 


Standards of 
letter quality 


The following standards are a guide 
to measuring the quality of letters. 
Short words, about 164 syllables per 
hundreds words. Short sentences, about 
21 words per sentence. Short para- 
graphs, about seven lines per paragraph. 
Short letters, limited to one page. 

A letter, if treated conversationally, 
can begin easily and naturally. No need 
to repeat what is said in the letter you 
are answering. Avoid stereotyped open- 
ings such as “We are in receipt of your 
letter.” Would you be answering it if 
you hadn’t received it? Vary your open- 
ing remark to make it ear-catching. It 
is your introduction to your reader. 

Plan your letters. Organize your facts 
in logical order, then follow your logic. 
Make each statement natural and to 
the point. Avoid roundabout phrases. 
Rather than write “in the amount of 
one dollar” simply say “for one dollar.” 
When you’ve had your say, break it off. 
Last impressions, like first ones, are of- 
ten important. 

Know your subject so well you can 
discuss it confidently and naturally. 
Plain speech can be put together pleas- 
ingly and with grammatical accuracy. 
It must be factually correct yet need not 
be letter perfect. There are grammatical 
precisionists who insist you do not end 
a sentence with a preposition. Sir Win- 
ston Churchill once answered such a 
criticism by saying, “That is a situation 
up with which I will not put.” 

A good letter is no more formal than 
it is colloquial. It is some of both. Com- 
mon speech may add spice to your writ- 


ing. Our everyday speech is full of little 
words. It is good taste to write letters 
with them. 

Long paragraphs are tiring. All sen- 
tences in one paragraph should relate 
to a single idea. That does not mean 
that all sentences on one idea must be 
kept in one paragraph. Yet a good 
paragraph which moves straight ahead 
need not be frowned on because it is 
long. 

Do not separate closely related parts 
of sentences. To do so may change the 
meaning of a sentence. For example: 
“You are right and I am wrong as you 
usually are,” can be misunderstood. But, 
“You are right as you usually are and 
I am wrong,” leaves no doubt about who 
is usually right. 

Tie your thoughts together in a co- 
herent manner. Our first aim in writing 
is to convey ideas which will be under- 
stood. Keep the key verb near its sub- 
ject and object. Choose words that carry 
a clear meaning. Use similar sentence 
structure. Arrange paragraphs in logi- 
eal order and place important ideas in 
important places. Each of these tech- 
niques helps to achieve simplicity. 

Strength is added through the use of 
clear-cut statements. A reader is not 
interested in generalities. A letter by 
its very nature lends itself to specific 
treatment without unnecessary details. 
Suppose you ask a fellow worker, 
“What time is it?” You do not want a 
discourse on the science of measuring 
time before he tells you it is three o’clock 
—time for coffee break. 

Sincerity, achieved through warmth 
and friendliness, can make up for other 
letter deficiencies. A letter is a personal 
thing so do not avoid personal refer- 
ences. Write in human terms using per- 
sonal pronouns, proper names and the 
active voice. If you write a prompt, 
plain, efficient letter the sincerity of 
your purpose will be self evident. 

The National Office Management 
Assn. proposes the ultimate in simplicity 
in their Simplified Letter. It follows a 
block format with all important features 
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their secret ? 


SPEED... 


for every 
figuring 


NEW Series C 
BURROUGHS CALCULATORS 


JUST TOUCH THE KEY AND SEE! New Series C Burroughs 
Calculators cut mountain-size calculating jobs down to molehill 
height. They’re fast. They're easy to operate. They're quiet. They 
make peak production a pleasure, maximum savings oa sure thing, 


A complete line to serve you: (1) hand-operated portable, (2) 
single-total, hand-operated or electric, (3) electric two-total 
Duplex with Memory Dials for automatic grand or net totals, no 
recapping. Beautiful two-tone color styling on all models. 


Want to put them through their. paces? Call our nearest branch 
office for a free demonstration without obligation. Or write 
Burroughs Corporation, Detroit 32, Michigan. “Burroughs’’— Reg. TM. 





DYPLIK ATOR 


sensitized aluminum offset plates 


MICRO-SURFACED 


Now, after years of laboratory development 
and field-testing here's the new, entirely new 
DupliKator Sensitized Offset Plate. 
Gives every offset job the “professional” 
touch... prints heavier solids, cleaner, clearer 
halftones, sharp, accurate line work. 
Easier, faster to process... ready for the press in minutes. 
You can’t buy a better plate at even twice the price. 
Send coupon for literature 


or a demonstration. 








HARRIS 
i 4-10) © oe) 
COMPANY 








LITHOPLATE, INC. Dept. A 
278 North Arden Drive, El Monte, Calif. 


[] Please send literature on New DupliKator Plates 
() Arrange for a Free Demonstration 
name 
company 


address — 


| 5 (ae See 


your dealer's name 
address 


city- 











starting at the extreme left, where the 
typewriter starts. The date is first, the 
full address next, ready for a window 
envelope. There are no indentations. 
The formal salutation and complimen- 
tary close are both omitted. The typed 
signature and title are also flush left. 

Simplicity can be achieved through 
the sacrifice of courtesy and sincerity. 
A message conveyed in telegraphic style 
is unbecomingly short, but does nothing 
to promote better business relations. 

Form letters attempt to effect stand- 
ardization. Office managers should make 
better use of these items as time and 
money savers. They save letter plan- 
ning, dictation, transcribing, and proof- 
reading time. If properly prepared and 
wisely used, form letters improve pub- 
lie relations. Communications can be 
answered more promptly. 

There are two tests to apply in deciding 
whether to use a form letter. The first 
is appropriateness and the second econ- 
omy. A form letter is appropriate if 
(1) it is about a routine business or in- 
formation matter; (2) it is not, in fact, 
a personal letter; and (3) it does not 
bring bad news or keen disappointment 
to the reader. A form letter is economi- 
eal if it replaces 20 typed letters per 
month. 


Form letters can 


save 90% in costs 


Form letters, like the forms to which 
they are closely related, must be con- 
trolled and managed. Each should be 
analyzed carefully to determine need, 
appropriateness and economy. A good 
form letter should compare favorably 
with a good personal letter. 

There are six standard patterns avail- 
able in the design of form letters. These 
are the Plain Form Letter, Aligned- 
Fill - In, Itemized - Fill - In, Check List, 
Reference Number, and Form Like. 

The use of form letters should be en- 
couraged. Any group of typed letters 
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similar in meaning and purpose is a 
definite form letter potential. A com- 
parison of correspondence costs for 
typed letters is most convincing. For 
example: 1000 dictated and typed let- 
ters of 20 lines each cost $1187. If 
these same letters are prepared from 
guide letters the cost is $330. But if 
form letters are used, the cost drops 
to $103, a savings of 90%. Worth con- 
sidering, isn’t it? 

Let’s compare the typical half-page, 
175 word letter in terms of salary. If 
dictated to a stenographer the cost range 
is from 70c to $2.45. If machine dic- 
tated the range is 60c to $2.25. If pre- 
pared from guide letters, in which typ- 
ing is the only major operation, the cost 
is approximately 25c. But if a form 
letter is suitable, the entire cost drops 
somewhere between 8 to 15 cents. 

A solution to the problem of volume 
in correspondence is the application of 
mass production methods. This is ac- 
complished through development of a 
series of guide letters and pattern para- 
graphs, commonly referred to as “corre- 
spondex,” and used successfully by a 
number of Government offices. It con- 
sists of a simple packet or file of pre- 
drafted letters or pattern paragraphs 
for use as guides in composing corre- 
spondence. As the name implies, it is 
an indexed collection of ready made let- 
ters written in advance of their actual 
use. 

Each office writes letters on a limited 
number of subjects. Many of these are 
routine and repetitive. For those recur- 
ring most frequently you probably use 
a printed form letter. This is both prac- 
tical and economical. But for those re- 
curring less frequently (fewer than ten 
times per month), correspondex provides 
the answer. It supplies the personal 
touch, assures that similar problems are 
handled uniformly, and can be turned 
out with endless combinations of para- 
graphs. 

The creation of correspondence is a 
time-consuming operation. The letter- 
writer spends ten minutes collecting his 
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Important 
correspondence 


makes the 


BEST 


INPRESSION 
when typed with 


Webster Durametric 


Multikopy* 


Webster's exclusive numbered margin gives complete 
control...prevents running over...insures a neat, 
well—spaced letter...saves costly retyping. The un- 
coated scale edge makes for cleaner carbon handling, 
too. It's made of the finest materials for consistent 
performance...for more wear...for more economy. 
Durametric stays flat even in extreme temperatures. 
There's a weight, finish and intensity for every of- 
fice need. 


Free sample. Write on your office letterhead, specify 
make of typewriter and number of carbons usually 
required. 


Make it clear 


you want WEBSTER’S 


at leading stationers everywhere 


F. S. Webster Co., 8 Amherst St., Cambridge 42, Mass, 
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thoughts and planning what to say. He 
spends another ten minuies carefully 
dictating his letter. The typist then 
spends seven minutes transcribing her 
notes. Each action working 
seconds or minutes add up to 
expense. 


consumes 
which 


Correspondex is one way to improve 
the quality of business letters and re- 
duee the of answering mail. In 
practically every office, stenographers 
keep on hand sample letters or stock 
paragraphs on familiar subjects. 
respondex is as simple as that. 


cost 


Cor- 


for a 


Make this test 


guide letter system 


Can you use the guide letter system? 
Run your own test. Obviously the more 
letters written, the more repetitive sub- 
will be found. Count the letters 
flowing out of your office. Any office 
that writes 250 letters per week is a 
prime prospect for reducing dictation 
time. If your volume is under 250 per 
week, check the production: figures. 
Fewer than 25 letters per day by a full- 
time letterwriter indicates unnecessary 
planning and too much dictation. These 
two tests will determine whether you 
need a guide letter system. 

It doesn’t take an expert to develop 
eorrespondex. The office manager and 
the people responsible for letters ean 
develop their own, tailor-made for their 
use, by following a simple plan. 

First, gather up the raw materials. 
Request each person preparing corre- 
spondence to make an extra copy of 
each typed letter‘or memo and to keep 
a record of the number of times a form 
letter is used. Continue this for at least 
two longer. From 1500 to 
2000 copies are needed to make sure 
vou have a fair sampling of the various 
subjects and repetitive letters. Gather 
up the extra copies and the statistics on 
form letter usage. 

Now put your 


jects 


weeks or 


collection in order. 


Make up a list of key subjects about 
which your letters are written. Key sub- 
jects are those you use in your filing 
scheme for correspondence files. There 
will seldom be than 15-20 such 
subject classifications. Some key sub- 
jects common to most offices are: per- 
sonnel, finance and accounting, admin- 
istrative management, office services, 
supply, and real estate. 

Sort your collection by key subjects. 
During the sorting you may 
need to revise your list of subjects. If 
you have trouble classifying a letter just 
ask your file clerk, “What is this letter 
about?” Key subjects provide the first 
division of the index for the guide let- 
ters which will be prepared. 

Next, take stock of what you have 
collected and sorted. Take one key sub- 
ject at a time and list each letter by 
its specifie topic. This will reveal those 
topies for which a guide letter or pat- 
tern paragraphs are worth while. 

Letters or paragraphs need not be 
identical, except in meaning, to be con- 
sidered repetitive. Letters which are 
alike in their entire meaning are counted 
as repetitive letters. If only certain 
paragraphs are the same, these are tal- 
lied as like paragraphs. 

A simple way,to keep score is to pre- 
pare an inventory worksheet for each 
key subject. Write in the subject at the 
top. On the left provide a column for 
numbering specific topics. On the right 
have columns for tallving like letters. 
like paragraphs, and form letters used 
for that particular topic. Leave space 
in the center for listing the topic of 
the letter or paragraph. 


more 


process 


As each letter is inventoried, write 
the topic on the face of the letter. This 
will enable you to keep together all let- 
ters identified by the same topie num- 
ber. You will need them in this arrange- 
ment when it comes time to draft a 
cuide letter to replace them all. If form 
letters were used, merely record the fre- 
queney of usage. 

Put aside the 
worksheets 


letters, 
and get 


take up the 
organized for the 
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Contracts with Agencies, Engravers, 
Lithographers, Printers, etc. 
Approval of Dummies and Layouts 
Orders for Magazine and Newspaper 
ad space 

Photographs, Photostats, Mats - 
Release for use of 


Requisition - Order for Advertising 


Catalogs - Requests for 





tH. 














Fig. |. Sample of a worksheet for an advertising department. 


next step: preparing a complete subject- 
topical index of the collection. This will 
be the basic finding media. It involves 
topical divisions and sub-divisions of 
each key subject, like the table of con- 
tents in a book. 

Let’s take the worksheet for the key 
subject: advertising (Fig. 1). An an- 
alysis of the topics discloses that all 
the letters were written for 4-6 purposes: 
(1) to order advertising, (2) to approve 
programs or phases of programs, (3) 
to negotiate contracts covering phases, 
and (4) to release or supply current 
data to be used as source materials in 
a program. From these we derive the 
divisions of the key subject. 

An important consideration is to se- 
lect topical headings and logical group- 
ings under key subjects which can be 
easily identified. Since these are the 
guide to finding letters on specific top- 
ics they should be familiar to the office 
foree. Any adjustments should lean to- 
ward the viewpoint of the people who 
will use the guide. 

Other helpful suggestions are: (1) 
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Express key subjects whenever possible 
in one or two words. (2) Use meaning- 


ful words which attract attention. (3) 
Restrict the topical index on each key 
subject to one typewritten page. (4) Be 


consistent in format. (5) Use capitals 
and margin positions to make topical 
headings conspicuous. (6) Indent and 
double space subdivision headings. (7) 
After each specific topic enter the topic 
number from the inventory worksheet. 

Our index sheet prepared from the 
worksheet on advertising would be as 
Fig. 2 (page 102). 

At last we are ready for the most im- 
portant step: drafting guide letters or 
pattern paragraphs to replace repetitive 
letters on each topic. First determine 
the need for a guide letter. Are any of 
the letters repeated often enough (ten 
times or more per month) to justify a 
form letter? Lay these aside. Are any 
written merely to forward a catalog or 
publication which has been requested? 
Why not let the catalog speak. for itself, 
thereby saving the expense of a letter. 
Are any letters the result of faulty or 
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.Counts & imprints faster 


...- saves the time 


of many workers! 


A Tickometer marks, dates, or otherwise imprints 
up to 1,000 items a minute—eight to ten times 
faster than anybody can do these jobs by hand ! 


In THOUSANDS of offices and factories, the 
tedious repetitive tasks of counting and/or mark- 
ing, dating, endorsing, etc., that take so much 
time, tie up so many people—are performed far 
more efficiently and quickly with the Tickometer. 

Used to imprint checks, cards, coupons, sales 
and production slips, tickets, tags, product labels, 


etc., the Tickometer is speeding work, getting 
results faster, making important payroll savings. 
It has innumerable applications. Counts as it 
prints, or counts separately. And the Tickometer 
is so accurate banks trust it to count currency! 

The Tickometer is easy to set, easy to use— 
feeds and stacks automatically, registers parts 
or whole runs. Sold or rented, with PB’s top flight 
service from coast to coast. Ask the nearest 
Pitney-Bowes office for a demonstration. Or send 
for free illustrated booklet and case studies. 


New Package Imprinter 
Imprints folding cartons, containers, 
bags, etc. up to 7,500 an hour, as needed— 

reducing package inventories and 
waste in preprinting. No tools required, 
can be operated by anybody. Ask for 
demonstration, or send coupon. 





= Pitney-Bowes, Inc. 


J PrrNneY-BowEs, INc. 
] ‘a<? 425 Walnut Street 
: Stamford, Conn. 


> TICKOMETER | sSbinsueiaabidmad wiibiiie 


Counting & Imprinting Machine 


Originators of the postage meter 
++ Offices in 101 cities in U. S. and Canada 


(0 Send free Imprinter booklet & case studies 


Name. 





| Address 
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APPROVAL OF PROGRAMS 


Renewal of contracts 


ORDERS 


SOURCE MATERIALS FOR ADS 


Requests for catalogs 
Release of photographs, etc. 
Sketches to be developed 





Approval of dummies and layouts 
Return of proofs selected 


CONTRACTS FOR ADVERTISING PROGRAMS 


Negotiations with agencies, etc. 


Requisitions for advertising 
Orders through Magazines and Newspapers 
Radio and TV Spot Announcements 





Fig, 2. The index prepared from the worksheet on page 100. 


which ean be 
Rule these out 


complicated procedures 
corrected or simplified. 
until later. 

Each letter draft should be factually 
correct and concise; yet as complete as 
need be, courteous in tone and consider- 
ate of the typist. Put your best letter 
work on the drafts. Each 
should reflect the technique of a letter 
craftsmen; a good plain letter, easy to 
read and easy to understand. 

A eareful analysis of all letters on 
each topic and a knowledge of why they 
are written will aid in preparing satis- 
factory drafts. Since guide letters will 
be used over and over, more time can 
be spent perfecting them. The finished 
product should be the best your staff 
can turn out. 

Head each draft with instructions to 
the typist. Specify the number of copies 
to prepare (keep these at a minimum). 


writers to 
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[If an incoming letter is answered by 
guide letter, merely noting thereon the 
guide letter number and date sent pre- 
eludes the need for a file copy. Specify 
what inclosures, if any, are to be in- 
cluded. 

If fill-ins are required to complete the 
meaning of the letter, number each 
blank space. Then explain the entry to 
be inserted in each numbered space. This 
information will be provided on the 
correspondence work sheet. If the typist 
can supply the missing words, such as 
your letter of (date) , numbers 
are unnecessary. If optional statements 
are permissible, identify these so the 
typist will know which to use. Identify 
the draft with the same topic number 
assigned to the letters it replaces. 

Now you are ready for the pilot run. 
Test your subject index and the letters 
listed therein in actual practice to see 
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OFFICE MANAGERS. ) 
SECRETARIES. “Gy 
PURCHASING AGENTS ‘ah Se 


Dt the 


WEST INDIES 


Enter Carter's ‘‘Name the Kitten" Contest! 


— 


rUi ie Zelemeolomit-Mial-laal- ial alii -ia 
and tell in 10 words or less 
why you selected this name. 


CARTERS 


es baad * oe 
Electric Line 

of Carbons & Ribbons , 

Carter’s is proud to announce its ‘‘Electric tii 


Line’’, the first complete line of carbons 145+ PRIZE 8 Day Trip for 2 by 
and ribbons designed specifically for all pan American World Airways to 4 exotic 
electric typewriters. Helpnamethekitten “woct Indies” Countries — Puerto Rico 
in the advertising program for the “‘Elec- fyaiti. Jamaica. and Cuba . 
tric Line’’ and other Carter’s products. ? . , 


Now on sale at your favorite 2nd th roug h 7th prizes 
catonery capereneene , New Portable G-E TV Set. 


8th through SOth prizes 


Tweed 7 piece cosmetic set. 


It’s easy to enter! 


Either: Complete official entry blank (at any 
stationer or office outfitter displaying the Contest 

Poster or ask your dealer’s salesman) .. . 
Or: Show your name; name of your regular sta- 
Since 1858 specialists in Fine products for Office, tionery supplies dealer; make of Electric Typewriter 
School, Home and Industry: Carbon Papers; Typewriter you or your office uses; and why you chose your 
Ribbons; Aqeanives; emp Pade ane taue:, Sowneeeee Kitten name (not over 10 words) ... all on your 
ER Sees cee’ raw ee ee. t~=6— *~s company letterhead. Mail to ‘Kitten Contest”, 
Eradicators; Artist Colors; Marking Devices and Inks. P.O. Box 30D, Mt. Vernon 10, New York. Entries 
© THE CARTER’S INK COMPANY, CAMBRIDGE 42, MASS. must be pestmarked not later than April 22, 1957. 
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Those “rushed-through” reports 


...When printed BY a GazheLner 


stencil duplicator... 


y ...duplicating 
with a 
printed 





e ~ 
a 
“4 This remarkable development in “office print- 
@ ing” combines the simplicity of the stencil 
duplicator with the automation and quality of the modern printing press. 
Gestetner duplicating is amazingly print-like in quality, making possible 
undreamed-of economies in the production of your own forms, price-lists, 
bulletins and, yes... . illustrated catalog pages, too! Instant color changes .. . 
and always ready for instant use. Spotlessly clean in operation. A Gestetner 
costs no more than an ordinary duplicator. 


Dual Cylinder System Prints with Paste Ink 
Through a Silk Screen 


Simply snap the @ Dual cylinder sys- 
tube of printer's @ tem. The paste-ink 
style paste-ink into @ is processed through 
position... that's @ a silk screen for 
all. Automatic con- @ finer stencil work. 
trols take over. @ No liquid inks to 
Completely clean. © drip or leak. 


GESTETNER IS THE WORLD’S FIRST AND LARGEST DUPLICATOR MANUFACTURER 





NEVER look that way... 
. «When printed ON GozloLner 


watermarked papers... 


No matter how pressing the No Offset 
emergency, these papers can’t be Between 
outdistanced for performance. If : 
you have been waiting for a worry- Sheets-Dries 
free paper that beats your print- i j 
ing problems with seen il ina Wink 
and thrift, Gestetner’s new water- 

marked stencil duplicating paper Correct bulk 
is the answer. Created by Gestet- 

ner, supreme in the field of dupli- Eliminates 
cating machines, these amazing Double 
papers combine all of the require- 

ments of the ideal duplicating Feeding 
paper. Remarkably free from lint, 

they match or surpass the most 

expensive sheets for opacity; take : 
ink smoothly; eliminate offset Heavyweight 
and the need for slip sheeting. Moisture- 
And—the low price is such a Proof 
pleasant surprise! So why settle 

for less—when you don’t have to? Wrapped 


@ Wisnt specially bieaded colom, plus. Fee eee ee ee 
white, (available in the 20 lb. substance) 4% GESTETNER DUPLICATOR CORPORATION 
to harmonize with the ‘‘Rainbow Range’’ 216 Lake Ave., Dept. 151, Yonkers, N. Y. 
of Gestetner colored inks. Standard 
colors, plus white, available in other 
substances. 


FREE Trial Sample Packet 

Check the yellow pages for your local 
Gestetner dealer or send the coupon at once 
for your free sample. 


(_] Send us a Free trial sample packet 
(_] Send us details about the Gestetner 


NAME 





COMPANY 





ADDRESS 


oe... SINCE 1881 Tiaa 
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Only “SCOTCH Cellophane 
Tape gives you the unique 
AIR CUSHION CORE 
...Look for it! 


This distinctive corrugated core on 
commercial rolls of ‘““Scotcu”’ Brand 
tape is important to you. It keeps 
your tape in top condition 

for easy unwind, prevents 

bothersome “‘telescoping”’ 

and resultant waste of tape. 

The AIR CUSHION CORE is another 
exclusive quality feature of 


oO. us Par 


SCOTCH Cellophane Tape ' 


¢ 
The term “Scorcn” is a registered trademark of Minnesota Mining and Manufacturing Company, St. Paul 6, Minn. Export Sales « 
Office: 99 Park Ave., New York 16, N. Y. In Canada: P.O. Box 757, London, Ontario. 


"eseanc™ 
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now it works. Provide several letter 
writers and their typists complete sets 
of the correspondex. Explain in detail 
how the system works and the benefits 
to be derived. Ask them to give it a 
tryout for at least a two-week 
period, 

Request the users of the system to re- 
port their troubles in using the index 
and fitting the guides to their letter re 
quirements. Also request extra 
of all letters still dictated. 

The pilot test will topics 
which need renaming or crossindexing, 
letters and paragraphs which need to 
he redrafted, and anything else which 
may have been amiss. Letters still dic 
tated may suggest additional guide let 
ters. From an analysis of the trouble 
spots comes the solution and corrective 
actions. Weigh very carefully any sug 
vestions by the testers. They are the 
ones who will use the system. 


POL rd 


copies 


disclose 


When you are satisfied that the sub 
jeet index and guides are perfected, put 
them together in a desk file 
where they can be easily found and fol 
lowed. Each draft is assigned a perma 
nent number. Form letters will retain 
the number already printed on them, 
i.e., FL-17. Guide letters and pattern 
paragraphs are similarly coded and num 
bered, e.g., G-18. A simple consecutive 
numerie sequence is the best method of 
numbering guide letters. 


compact 


Since a guide letter system is custom 
built, do it to best suit your individual 
needs. If the collection is small, put 
the guides in a binder in numerical order 
prefaced with the index. Add whatever 
tabs are needed to make it easy to use. 
Such a book style correspondex is very 
practical. 

Should 
easel 


your collection be large, a 
makes the guides 
use. Desk easels or lecterns used in Gov 
ernment offices are 9” wide, 17-21” high, 
and stand upright at an easy reading 
angle. They may be folded and put away 
when not in use. Easels are equipped 
with tab cards hinged on the easel or 
with pockets (similar to a visible card 


desk easier to 
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file) which hold half-cut pages. 

In either case, the subject index is 
placed at the top of the easel with all 
key subjects visible. The letters follow 
in numerical order with letter numbers 
visible. This provides both subjective and 
numeric finding media. The entire pack 
age is easy to set up and keep up. 


How to use the 


correspondence guide 


The ideal arrangement is to supply 
each letterwriter, typist and reviewer a 
complete correspondex. The letterwriter, 
instead of dictating replies to incoming 
letters, looks in the subject index, selects 
the appropriate guide letter to be used, 
and marks the number on the incoming 
letter. This is then handed to the typist 
who opens her correspondex to the guide 
letter designated. The guide tells her 
how to set up the reply, number of 
copies to make, and the signature line. 
She can add personal touches by typing 
in proper names as she duplicates the 
oulde letter. 

The typist proofreads her letter and 
sends it directly to the person who is 
to sign it. He in turn may refer to the 
correspondex to make sure it is properly 
prepared. When signed, it both looks and 
reads like an individually dictated letter. 

For composing correspondence when 
incoming letter to answer 
or when the guide letter ealls for fill-ins, 
a correspondence ouide worksheet is 
The letterwriter indicates on 
the worksheet the addressee, number of 
the form letter, guide letter or pattern 
paragraphs to be used, and the fill-in 
information. The worksheet can be kept 
as a file it can be destroyed 
after the letter is prepared and mailed. 

What can you gain from such a guide 
letter system? First, of course, you come 
up with better business letters. But the 
big profits, the tangible ones, are derived 
from the savings in manpower. Whereas 
a steno-dictated letter of 175 words con 


there is no 


necessary. 


copy or 
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sumes 29 minutes and costs from 70c¢ to 
$2.45 in terms of salary, a guide letter 
can be completed in 9 minutes at a cost 
of 20-30 cents. By simple arithmetic, 
50 guide letters used a hundred times 
each during the year saves you $2500 
based on a conservative estimate of a 
half-dollar saved per letter. 

But a guide letter system is not self- 
developing nor will it operate smoothly 
and profitably on its own. Endorsement 
of the idea by top management, and 
cooperation of the people who use it, 
are essential. Not only must the system 
be sold but the users must be trained. 
The system must be flexible to meet 
changing needs and it must be kept up 
to date. A complete overhaul is advis- 
able every other year. Through use of 
correspondex a good business letter can 
be profitable because it is both efficient 
and satisfying. 

The indiscriminate preparation of car- 
bon copies of letters is a waste of money 
and manpower. There is much more filing 
of this type correspondence than is 
necessary. Often two files on the same 
subject are maintained within a com- 
pany. Frequently these are back to back 
or just down the hall. 


Quality control 


for correspondence 


Quality control techniques are neces- 
sary to measure and improve the quality 
of correspondence. The use of a quality 
control chart, a sampling plan for let- 
ters to be inspected, and follow-up train- 
ing in high-error areas will pay off. 

Your wastebasket may contain a lot 
of pretty good letters. Examine care- 
fully all those which are rewritten by 
request. Lots of rewrites are no better 
than the original drafts. Apply this 
simply check list before re-doing a let- 
ter. 

1. Will the letter fail to bring the 
same results as a rewrite? 

2. Will the present version create a 
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deservedly bad impression of the com- 
pany ? 

3. Is the nature of the correspondence 
such that it must be rechecked and re- 
typed until no further improvement ap- 
pears possible? 

4. Would you, from the viewpoint of 
a stockholder, say that the letter should 
be retyped? 

Unless you can truthfully answer yes 
to one of these questions do not do a 
rewrite. 

Once the techniques, procedures, and 
eontrols for, correspondence operations 
are settled, prepare a correspondence 
manual of instructions to all concerned. 
The manual will establish the standards 
and style for office correspondence. It 
will standardize procedures. It will pro- 
vide a ready reference for both typists 
and reviewers. It will serve as a ready- 
made training packet for new employees. 
In short, it systematizes the entire cor- 
respondence operation. 

Installing and applying correspond- 
ence management may be approached 
in a variety of ways. The “sales” ap- 
proach should be utilized to the utmost. 
The methods analyst or efficiency expert 
technique has a place. The one we pro- 
pose may well be called the progressive 
adaptation approach. This does not mean 
passive acceptance of a situation as we 
find it. Neither does it mean a revolu- 
tion of present methods and procedures. 
It does mean careful and diplomatic 
planning, intelligent pressure applied 
when and where the opportunity arises, 
and the progressive development of 
changes and standards for all corres- 
pondence activities. It begins with a 
review of current procedures to see what 
is worthy of preservation and to find 
something substantial upon which to 
build. 


Thus through selling, training, install 
ing, and directing improved methods we 
gradually cover all phases of office cor- 
respondence. Our controls become built- 
in, an integrated part of the operation 
itself. In this way we assure acceptance, 
use, and continuing results. 
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FLETCHER MANIFOLD 


is the new 9-\b. manifold we can run on our offset 
duplicating equipment 


When weight is a problem, turn to new surface-sized Fletcher Manifold— 
the feather-light postage-saving sheet you can run on your own offset dupli- 
cating equipment. Comes in brilliant white, blue, pink, canary, green, and 
goldenrod—all watermarked, all titanium-filled. Extremely opaque. Best 
for forms, statistigal reports, inserts, advertising pieces. Lightweight com- 
panion papers include Flecopake Bond, Alpenopake Bond, and Alpena 
Manifold. 


FOR FREE SAMPLES — a eo ee ee oe 
MAIL THIS COUPON : 


Fletcher Paper Company, Dept. H 
20 N. Wacker, Chicago 6, Ill. 


fF LE al AE Gentlemen: 
Please send me free samples of new Fletcher Mani- 


fold. 
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LOW COST 
LIGHT PROOF 
COPEASE CAMEO PHOTOCOPIER 











The new desktop Copease! 
First photocopier designed to take both slow and fast paper! 
Copies directly under brightest fluorescent light! 


The compact Cameo takes up less space—costs you less. Just 
made for individualized, small office and departmental copying. 
New smaller size! New two-speed paper adjustment with a 
flick-of-the-switch! New slide-out developer tray! 

Plus all the famous Copease features: Perfect, clean, jet- 
black copies in seconds. Single setting for 95%. of office work. 
Consistent quality from one job to the next. Easy to operate. 
Copy anything in seconds—any ink, crayon or pencil, on any 
kind of paper, colored and opaque. 


Copease . . . for better copies .. . faster ... with less waste 

... at lower cost! Cameo... for finest workmanship. . . 

quality copies . . . perfection in results. 

TRY IT TODAY AT YOUR OWN DESK! SEND NOW FOR FREE 3-DAY TRIAL OF THE LIGHT- 

PROOF PHOTOCOPIER IN DESKTOP DIMENSIONS—THE COMPLETELY NEW COPEASE CAMEO! 
For More Information Circle No. 260 
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I Other Offices: Chica- | COPEASE CORPORATION, 


1 270 Park Avenue, New York 17 
g0, 226 N. LaSalle St., Box O-3 


| ANdover 3-6949 ~ | Gentlemen: I'd like to have a free 3-day trial of Copease 
J Los Angeles, 3563 | in my office...... ape h Asen ye? Hexteillha «decks O 
I Wilshire Boulevard, | Please send free literature. . 

 DUnkirk 5-2881-Dis- | Name 

j tributors in Principal 
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What to avoid when 


estimating the savings of 


Systems 


Improvement 


EDMOND W. McNAMARA, Office Manager, 
Bassick Co., Bridgeport, Conn. 


N SYSTEMS improvement; one con- 
sideration that plagues the systems 
man is that of economic justification. 
He must furnish management with an 
estimate of yearly savings. After see 
ing some of his brain-children fall by 
the wayside because he couldn’t “justify” 
their installation, he soon becomes adept 
at computing estimated annual savings. 

As in most other situtations of “esti 
mating to prove a point,” the adage, 
‘Figures don’t lie but liars do figure” 
may be suggested. The record is not 
lacking in examples of overstatement of 
savings-to-be which materialized. 
For the part, however, systems 
practitioners are conservative in com 
puting estimated The 
is simple. They are held accountable 
if the are not realized. Yet, 
with all their cautiousness, systems folk 
ean suffer from a type of oversight 
which, when the final audit is made, 
makes it appear that they knowingly 
misstated the potential savings. This is 
especially true where the new system is 
designed to replace only a portion of 
the old system, or where it applies only 
to limited categories of activity. 

For example,in a purchasing depart- 
ment which processed an average of 
2400 purchase orders per month, an ex- 
tensive analysis showed that 1200 were 
devoted to the purchase of mill supply 


never 
most 
Savings. 


reason 


saving's 
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and sundry items. These purchases rep- 
resented only a small percentage of the 
purchasing dollar expenditure. Yet they 
required at least 50% of the depart- 
mental paperwork. 

The systems man was asked to design 
a simple system to take care of the pur 
chase of supply items. He came up with 
a simplified form which reduced the 
number of copies in the purchase order 
form, eliminated most of the typing on 
the purchase order, eliminated the pur- 
chase requisition and the receiving re- 
port. It was enthusiastically introduced, 
and even conservative estimates indi- 
cated the reduction of staff by at least 
one clerk. 

Although the new system was work- 
able, and did work, it was found by 
reason of poor handwriting in some 
quarters, vendor resistance in others, 
and the changing inventory situation 
with some vendors, that the new form 
was usable in only about 60% of the 
1200 supply procurement situations. 
Thus the full savings was not realizable. 
The actual savings, of course, were sig- 
nificant. And there was no question 
that the systems change had been a 
sound and beneficial one. However, 
cost-conscious managements usually pre- 
fer to “skip the details” and ask only 
one question: “When do we reduce the 
staff as the proposal promised? ” 

Actually the savings that materialized 
didn’t warrant the release of a clerk, al- 
though they came close. It required an- 
other time-saving procedure change, 
coupled with certain reassignment of fil- 
ing duties, before the reduction of one 
clerk could be achieved. 

This experience illustrates the type 
of oversight to which the systems man 
can become victim. This is something 
the systems man doesn’t wish to have 
happen. The best way to prevent it is 
to visualize the full effect of the systems 
change in present conditions and in fore- 
seeable changed conditions. This may 
modify the estimated savings but it will 
fertilize the ground for the planting of 
other ideas—which is the systems man’s 
main objective. 
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I’m tempted...to get a postage meter!” 


Am I burning! The boss gives me a 
last-minute rush mail to get out, the 
office stamp box runs dry ...and I’m 
stuck at the stamp window—with a 
5:30 date! Tomorrow we get a 
postage meter! 


Now any Office can have a postage 
meter and all the convenience of metered 
mail .. . with the little DM, a desk model, 
that gets rid of lick-and-stick mailing. One 
user in three spends an average of less than 
$1 aday in postage. Ideal for branch offices! 

And anyone can use a DM. Just insert 
the envelope, dial any amount of postage 
needed, press the lever, and the postage is 
printed. With a dated postmark that helps 
speed your mail through the postoffice, 
often catching earlier trains and planes. 


PITNEY-BOWES 


Postage Meter 


Offices in 101 cities in U.S. and Canada 


It also prints your own small ad, if you 
want one, with the meter stamp. Provides 
postage for parcel post on gummed tape. 
Has a moistener for sealing envelopes! 

The meter is set by your postoffice for 
as much postage as you need to buy. Your 
postage is safe from loss, damage, misuse, 
and automatically accounted for. a, 

There’s a postage meter for 
every Office, large or small. Ask 
the nearest Pitney-Bowes office 
to show you. Or send coupon 
for free booklet. 

FREE: Handy desk or wall 


chart of Postal Rates, with 
parcel post map and zone finder. 


tei AO x 

Bynerne| \ 5). 
PITNEY-Bowes, INC. ‘Vc ’ 
3436 Pacific St., Stamford, Conn. 
Send free 


)} booklet, Postal Rate Chart to: 


Name 


Address 





For More Information Circle No. 229 
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Executives, note! 
THIS PRECISION RECORDER 
FITS IN YOUR POCKET! 





BUSINESSMEN—if you’ve ever 
wanted a “second memory” to 
relieve the pressure of your daily 
chores, here it is! 


MINIFON P55-S—the only pocket- 
sized, push-button precision re- 
corder in the world! 

Take it with you wherever you 
go by train, car or plane. In your 


minifon p a 


out of sight, out of mind— you get all the facts! 


pocket or out, it can record your 
“on the spot’ reports or dicta- 
tion as fast as you can press the 
record button! Records every- 
thing—up to 2 hours on a single 
reel! Plays back, erases, rewinds 
—does everything the big, bulky 
recorders do, but it’s only 28 
ounces! Battery operated or A/C. 


Sold only through authorized franchised dealers. 


For complete details, write: 


GEISS-AMERICA Dept. 0.3, Chicago 45, Ill. 


In Canada: Imperial Typewriters of Canada, 216 McGill St., Montreal, Quebec 


For More Information Circle No. 270 





Five points to consider when 


you evaluate the work of your 


Office Methods Staff 


[HERE ARE A VARIETY of ap- 
proaches to management analysis; 
the process through which top man 
agement gets the answer to the question, 
“How the heck are we doing anyway?” 
Outside consulting firms are frequently 
used. In other organizations, busy and 
harrassed line executives try to find out 
for themselves. 
World War II a considerable 
number of organizations in both busi- 
ness and government have set up special 
offices or staffs inside the organization 
to keep such aspects of management as 
organization structure, systems and pro- 
cedures, clerical work methods, ete., 
under continual surveillance. The gen- 
erie term applied to such offices is “cap- 
tive management engineering staff.” 
They have a variety of specific titles 
from one parent organization to another, 
é.g., organization and methods, systems 
and procedures, organization planning, 
management planning, ete. It is the ap- 
praisal of management analysis in the 
sense of evaluating the work of these 
groups that is the subject of this article. 
Why appraise this work? Whenever 
an activity gets big enough so that it 
begins costing real money, it becomes 
desirable to evaluate it. Methods work 
has become big business. It is conserva- 
tively estimated that there are 7000 peo 
ple engaged in this kind of work in the 
federal government alone. Even 


Since 


more 
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HARRY H. FITE, Vice President, 


Lester B. Knight & Associates, Washington, D. C. 


conservatively this would represent a 
real cost (salary plus fringe benefits) of 
well over 40 million dollars. 

How many people are employed in 
such internal staffs in private business 
is hard to estimate. But if the growth 
rate of professional associations in this 
field is any measure, then the industry 
total must be several times that of the 
federal government. So it is certainly 
worth stopping to inquire if host organ- 
izations are getting their money’s worth 
from these groups, or if they are play- 
ing “host” in the biological sense of the 
term, to groups which are largely orchi- 
daceous. 

As is usually true, we suspect the 
answer is “yes” to both possibilities de- 
pending on what parent organization 
you are looking at. However, each 
parent should find out to which of the 
two categories it specifically belongs, 
not only from the standpoint of ex- 
pense involved in maintaining such 
a group but, much more important- 
ly, whether it is getting value in terms 
of cost reduction and generally im- 
proved operations which these groups 
were created to produce. We offer be- 
low five points upon which we feel it 
would be fair and desirable to evaluate 
internal management 
tivity. 

The activities of “captive” manage- 
ment engineering staffs, whatever their 


engineering ac- 


115 





By A. Devaney, Inc., N. 


Does the 


methods engineer 


earn his salary... 
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specific titles may be, should be ap- 
praised in terms of how well they are 
attaining certain goals. Any up-grading 
of their performance should be directed 
at enhancing their capabilities to attain 
these goals. It can be argued that the 
performance of these staffs is satisfac- 
tory only if it is purposeful, fruitful, 
skillful, rewarding, and if they really do 
organization and methods work. 

1. Most of us can agree that an ap 
praisal of an organization and methods 
staff is far more than that. It is a pene- 
trating gauge ef the management “tone”’ 
of an organization and, above all, of the 
proficiency of the top management 
people for whom such a staff is a tool. 
This is revealed clearly when you look 
at the purposefulness of the work of 
such a staff. If it is engaged on peri- 
pheral matters while big issues are 
going begging, if it’s making its way on 
a “foot in any possible door” basis, it 
can mean that it is poorly led and its 
work poorly planned. 

If, on the other hand, its activities are 
trivial because top management is not 
quite sure of its purpose—that’s an- 
other symptom calling for different 
treatment. In large organizations with 
many sub-divisions and levels, the -anal- 
ysis of the purposefulness of organiza- 
tion and methods effort may reveal that 
the several staffs, at the several levels, 
are pulling in different directions when 
it would be more profitable to emphasize 
an organization-wide theme. 

2. By fruitful work is meant not only 
work on the right problem, but work 
that gets used. We’re all familiar with 
organization and methods reports—and 
good as well as bad ones — gathering 
dust on the shelves. It’s worth finding 
out why. There are many corrective ac- 
tions that can be taken once the reasons 
(poor “sales,” lack of support, wrong 
organization location, ete.) are known. 

3. In reference to skillful work, it can 
be argued that if you’re in the business 
of peddling expertise—and O & M 
staffs are supposed to be in that  busi- 
ness—you jolly well ought to be an ex- 
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PRODUCTS OF EASTERN CORPORATION, BANGOR, MAINE * 


ATLANTIC BOND - 
ATLANTIC DUPLICATOR 
ATLANTIC MIMEO 
ATLANTIC OFFSET 
ATLANTIC OPAQUE 


MANUFACTURERS OF QUALITY PAPER AND PUROCELL PULP 
SALES OFFICES: NEW YORK, BOSTON, PHILADELPHIA, CHICAGO, ATLANTA 
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By A. Devaney, Inc., N. 
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pert. Again the whole problem of keep 
ing abreast of the “state of the man 
agement art” is a familiar one. It’s 
unnecessary to dwell on it beyond say- 
ing that such “cultural lag” is worth 
ferreting out and correcting. This must 
be one of the objectives of any ap- 
praisal of O & M activities. 

4. Possibly the greatest need of all is 
to make organization and methods work 
more rewarding. In government or in 
business there are powerful incentives, 
in addition to money, which motivate 
people to superior performance. Cer- 
tainly the respect ol their neighbors and 
associates plays a big part in making 
people tick. An appeal to this type of 
motivation, as a way of getting better 
organization and methods performance, 
is universally neglected. Yet it is so easy 
to enhance the prestige of this kind of 
staff work through planned recognition, 
encouragement of associative activities, 
ete. This should not be overlooked in any 
appraisal of up-grading program. 

5. On the question of using O & M 
staffs to do O & M work, it can be con- 
tended that, as a staff office, an O & M 
office should be more preoce upied with 
the future than the present. Its proper 
concern is in improving the way the 
work of an organization is done; to 
make what is difficult or impossible to- 
day, easy and feasible tomorrow. It 
exists to assist an organization equip 
itself for higher goals and standards in 
the tuture. 

There is a great temptation for execu 
tives (businessmen, government officials 
and military commanders are all in the 
same boat) to use members of these 
staffs to cope with urgent daily prob 
lems. We certainly can’t minimize the 
need for the daily bailings that keep 
the ship afloat. However, if this cannot 
be done by other personnel hired for the 
purpose and if the O & M staff must do 
it, let’s disband the O & M statf and 
hire operators. Any executive owes it to 
himself and his superiors to face the 
fact he is “getting by” from day-to-day 
and letting the future take care of itself. 
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Victor's new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


Pd 
ed 


Flick Up to Multiply — Center to Add, Subtract ‘Flick Down to Divide 


VICTOR ‘isis CALCULATOR | Fi IE 


Imagine! Multiply, divide, add or subtract 
with the new Victor Calculator—all automat- 
ically! Just flick the Simpla- Key — enter fig- 
ures as you’d write them—and the machine 
does the rest. Unbelievable! 
A printed tape, with a true symbol, identifies Victor Adding Machine Co., Dept. 0-357 
figures entered and operation performed. See Chicago 18, Illinois 
the unique Victor Calculator today. Con- Send me complete new brochure on Victor 
venient terms. See “‘V”’ for Victor in the Automatic Calculator. 
adding machine section of the Yellow Pages. Name Pri 
VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. Company Name 

Victor-McCaskey, Ltd., Galt, Ontario 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars 


Address 


4 For More Information Circle No. 246 
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“ghosts” 


On your payroll 


One of the most common forms 
of embezzlement is payroll pad- 
ding. Adding fictitious names to 
payrolls, overpayments, falsify- 
ing time sheets and records—all 
these and dozens of other types 
of payroll plunder can be com- 
pletely controlled. 

The Todd Company—one of 
the country’s pioneers in devel- 
oping safe and efficient payroll 


let outlining 44 ways to protect 
your company’s bank account. 
Sections 39, 40 and 41 deal with 
payroll padding and controls. 
Other sections, equally impor- 
tant, deal with dividend dis- 
bursements and check paper 
safeguards. 
Write now 
letterhead 
valuable booklet “Disbursement 


on your own 


for the free but in- 


systems —has published a book- Methods—their use and misuse.” 


THE TODD COMPANY, INC. 
Subsidiary of BURROUGHS CORPORATION 
ROCHESTER 3, NEW YORK 
SALES OFFICES IN PRINCIPAL CITIES 


For More Information Circle No. 213 
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Why do businessmen who use grapho analysis 
want it kept CONFIDENTIAL? 


Can Character Traits 


Be Ascertained from a 


Person's Handwriting? 


WENTY YEARS AGO Catherine 
Dobbs, now mayor of Barberton, 
Ohio, was ridiculed by newspapers 
for doing something that was not ap- 
proved by her fellow citizens. Mrs. 
Dobbs had studied grapho analysis, and 
took on the job of checking inmates of 
state institutions with the intent of de- 
termining who was, and who was not, 
suited for rehabilitation. Her tests went 
even further. She was checking the 
handwriting of employees in those in- 
stitutions, and they did not like it. 
Last June, almost 500 professional 
men and women and executives from 
various fields of industry met in Spring- 
field, Ill. for a five-day convention and 
study period. There was no ridicule, 
but open and hearty approval. These 
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doctors, nurses, personnel and credit 
managers were there to compare notes 
and add to their already considerable 
skill by attending half-day classes under 
the supervision of experts. There was 
only explanation for this large 
group, extending in its membership from 
South America to far provinces in Can- 
ada—results. The theory that grapho 
analysis is a valuable tool in the hands 
of every man and woman dealing with 
others has been proved by results over 
the years. There have been no vast 
expenditures of money to foist some- 
thing on the public. Instead every step 
of the way, from the days when Mrs. 
Dobbs was ridiculed to the present, have 
been based on the results achieved by 
those who had the independence to in- 
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VERTI-FILE 


DELUXE METAL FURNITURE CO. 





STRUTHERS STREET 
WARREN, PA. 








VERTI-FILE with doors 
for finished 
appearance and security 


Only Verti-File has 
security type doors 


To your specifications Verti-file may be 
ordered with from one to seven doors per 
section. These doors may be ordered with 
or without locks and the locks can be 
keyed alike or differently. Verti-file doors 
are disappearing type. 














Doors may be added to existing 7-shelf 
Verti-file sections at any time and can be 
ordered separately. 





V erti-file dimensions (per section): 

e 36” wide, 91” high, 14” deep 

e Capacity: 247 filing inches 

e Weight: 195 Ibs. plus 10 lbs. for each 
door ordered 


8-SHELF VERTI-FILE 


Constructed with same features as standard 
Verti-file dimensions. Sold only without doors. 

e 91” high, 36” wide, 14” deep, 2” base 

e Capacity: 282 filing inches per unit 

e Weight: 210 Ibs. 

e 8-shelf openings on 11” centers 


5-SHELF VERTI-FILE 


For use in modular office partitioning or in 
smaller offices. 35% more filing space than 
standard 5-drawer files, Available with or with- 
out doors. 

e 67” high, 36” wide, 14” deep, 6” base 

e Capacity: 176 filing inches 

e 5 shelf openings 
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DELUXE METAL FURNITURE COMPANY 
WARREN, PA. °« 4 Division of the Royal Metal Mfg. Co. 
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| the new, accepted 
system for filing 
active records 





One of the truly modern advances in office procedures is that of 
open shelf filing. By taking advantage of such progressive tech- 
niques as terminal digit filing, more active records can be kept in 
less space than ever before possible. With the Deluxe Verti-file, 
you not only save floor space, but your cost per filing inch is only 
one-third the cost of conventional drawer files. 


LOOK AT THE ADVANTAGES OF OPEN SHELF FILING 


Saves 3344% of the cost of standard drawer files 

100% increase in file capacity 

Unlimited visibility and accessibility to files. 

Saves up to 60% in valuable floor space 

Reduces the number of file clerks usually required 

Wide use in commercial-institutional and industrial offices 
Reduces employee fatigue and increases filing accuracy 

Faster, more efficient filing—less walking, no drawers to open 
No need for step stools—easily accessible 


VERTI-FILE CONSTRUCTION FEATURES AND DIMENSIONS 


Shelves and dividers can be easily adjusted without tools 
Complete cabinet structure affords maximum folio protection 
CHEM-A-COTE baked-on enamel finish 

Bottom shelf 6” off floor, protects folios from wet mopping 

36” wide, 91” high, 14” deep @ Net weight: 200 Ibs. 
Capacity: 247 filing inches 


MAIL CARD TODAY FOR 





BROCHURE ON VERTI-FILE 





DELUXE METAL FURNITURE COMPANY 


WARREN, PA. @« A Division of the Royal Metal Mfg. Co. 





























GENTLEMEN: Please rush to me without obligation your Verti- 
File brochure form 410. | am interested in learning how Verti- 


File can step up the efficiency of our active filing records 


ORGANIZATION 


ADDRESS 





learn—and then 

Every one of the analysts in Spring- 
field, and there are thousands who were 
not present, had been taught one basic 
principle: do not believe anything be- 
cause you have found it on the printed 
pages ot your lessons. Study, prove tor 
yourself, and accept only what you know 
by test is valid and accurate. 


vestigate, use. 


Grapho analysis is not graphology. 
Fortunately, when I began my investiga- 
tion more than 40 years ago, I had no 
ideas about graphology. Instead my curi- 
osity was aroused by the fact that my 
penmanship teachers criticized certain 
unnecessary strokes that I included in 
my writing. They would lecture, and 
for two or three days it was possible by 
giving special attention, to conform to 
the practice Then I would go 
back and put in the extra strokes which 
did not belong there. 

There was no fun in being out of 
and I determined to learn why 
it was so easy for me to put in strokes 
that, according to my teachers, should 
not be there at all. By the time I found 
that those strokes represented a _ will- 
ingness to give, and give to others, there 
were scores of other questions all ery- 
ing for an answer. Finally by 1927 the 
rules that had developed through ex- 
amining thousands upon thousands of 
handwritings, and traveling thousands 
of miles checking on people, were ready 
for actual commercial use. I got a job 
hiring sales people, and for 18 months 
put what was to be called grapho 
analysis to the test of selecting men 
and women. Those with good references 
whose handwriting showed they were 
dishonest, lazy or evasive, proved to be 
evasive. Those who had no references, 
but whose handwriting showed they 
would work and were honest, proved to 
be what the handwriting portrayed. 


bor ks. 


step, 


Then my curiosity was satisfied. If 
it had not been for the people for whom 
I made these test analyses, it is prob 
able that I would have gone back to my 


regular work. But a doctor, a teacher 
and a personnel manager for whom I 
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had made reports demanded that grapho 
analysis be taught. 

As I prepared the first lessons I was 
fearful that the rules might not be clear 
to others, so the qualifying principle of 
not believing what the student has not 
proved, was established. It still is the 
rule of the International Grapho Analy- 
sis Society, with its thousands of mem- 
bers, hundreds of whom devote spare 
time to conducting classes in beginning 
grapho analysis because they recognize 
that when you know a man you are pro- 
tected from disappointment, financial 
loss and discord. 

It is true that curiosity drove me to 
check, and recheck, but that is not im- 
portant. It is important that those rules 
have stood up for others just as they 
did for me, and that a credit manager 
in California, and a personnel director 
in South Carolina will get the same re- 
sults from page of handwrit 
ing. 

Let us consider the experience of Ken- 
neth Matheson of Salt Lake City. Mr. 
Matheson is with a large lumber com- 
pany and he has been using grapho 
analysis for a good many years. He cites 
some typical instances of how he 
it, and the results: 


the same 


uses 


“The head of our stenographie depart 
ment brought me an application for 
brief appraisal. The outstanding char 
acteristics of the 18-year-old high school 
graduate were her attention to details 
and her remarkable memory. Investiga- 
tion showed that on a previous job she 
had memorized in two weeks a glossary 
of technical terms which required ap- 
proximately two months for the aver- 
age worker. We knew that we had a 
girl who could and would handle details 
effectively. 

“Some of our yard managers show 
in their writing. They are not 
dishonest but they have the capacity to 
cover up what they do not want others 
to know. Because they have this trait, 
when I am records I am on 
guard and will ask question after ques 
tion in such a way that there must be 


deceit 


cheeking 
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a direct answer—or the manager will 
have to stumble around for words to ex- 
plain a situation. When there is hesitancy 
or an effort to minimize the importance 
of the information I want, I know the 


natural covering up habit is working 
and I merely dig deeper for facts. 


“We use grapho analysis all the time 
and it has done much to establish har- 
mony in departments where a depart- 
ment head has a reputation for severity. 
By checking the new employee it is pos- 
sible to explain ahead of time how he 
or she will react, and with this advance 
preparation we accomplish harmonious 
adjustment. Not long ago I made a brief 
analysis for one of our department 
heads. Our discussion lasted for a 
sible hour and when we had finished he 
remarked that we had covered approxi- 
mately the same ground in evaluating 
his personality that had been accom- 
plished in a two-day verbal and written 
test at a western university. The only 
difference was that with grapho analysis 
we did it in an hour.” 


pos- 


From Monroe, La., the Ouichita Candy 
Co. covers the northeast section of the 
state. B. W. Biedenharn, who is secre- 
tary and treasurer of the company be 
gan the use of grapho analysis experi- 
mentally in 1941. “I use grapho analysis 
in the selection of personnel for our 
company,” he says. “It is used in select- 
ing personnel from top positions all 
the way down to those who drive ow 
trucks. The remarkable part to me—it 
always has been and always will be 
is that I can almost picture the person 
who will come into my office. I will 
know after checking the application how 
the individual will think—and almost 
exactly how he will look. 

“T had a very interesting experience 
with another company of which I am 
vice president. In the 
person for this key position, we had 
three applications. All three applicants 
were tested by a major New York test 
ing service. Before their report came 
back, the manager had one of the appli- 
cants selected whom he liked and thought 


selection of a 
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would fill the job perfectly. After ex- 
amining the application for a few min 
utes," I shook my head. ‘No, I do not 
think he is our man.’ When the 
were returned from the east I was given 
the three application blanks and asked 
to select the man I thought they would 
rank first, second and third. After not 
more than ten minutes I returned the 
applications marked as I thought they 
should be. Those that I had marked one, 
two and three were in exactly the same 
order recommended by the testing 
bureau. Grapho analysis has never 
failed me.” 


tests 


Mr. Biedenharn does not claim to be 
an expert, but he, like Kenneth Mathe 
son, found that grapho analysis 
vives accurate information in a minimum 
of time. Their experience may be 
summed up in about the same way that 
an Internal Revenue agent covers his 
experiences in saying that he knows his 
people like he knows his figures. 


has 


Naturally it has taken pioneering or 
ganizations to aecept grapho analysis. 
There was always the bogey of the tea 
cup reader, and the hangover of gypsy 
fortune tellers in the background, but 
even those who have refused to believe 
in it, have made discoveries. For in 
stance, Irma I. Craw, who for years 
taught primary grapho analysis in Mott 
Institute in Flint, Mich., as well as hav- 
ing her regular classes in her own school, 
ealled on a local Flint firm eight years 
ago. They were not having anything to 
de with grapho analysis. Their own 
method of employee selection was satis 
factory. Then an employee turned sour 
and the organization was faced with 
thousands of dollars of credits owed to 
customers who had made payments 
which the collector had failed to record. 
It was too late to “lock the barn.” 

In January 1956, grapho analysis was 
first given college credit. Cleary College 
in Upsilanti, Mich., with more than 70 
years of service to industry, added 
grapho analysis on an _ experimental 
basis. In June the directors were satis- 
fied they had something of value, and 
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the science of grapho analysis was made 
a permanent part of the college pro- 
gram. Whether it was effective how- 
ever may be best put in the words of a 
member of the experimental class: 

“When I enrolled in the course of 
grapho analysis, I had no idea what 
I was in for. Sure, I knew it was to 
analyze handwriting, but as I am find- 
ing out every day there is more to it 
than that. From grapho analysis I 
have derived something I had never be- 
fere realized as important—how to get 
along with people. Through grapho 
analysis I have learned how to under- 
stand myself, and how I watch for my 
own pitfalls and am trying to correct 
my own faults which I did not see be- 
fore this term. I am going to enter sales 
work and am already finding grapho 
analysis of great value to me.” 

In one respect grapho analysis is a 
disappointment to many executives. So 
many of them want to read a book and 
then start analyzing handwriting, al- 
though they would never consult a doc- 
tor who had merely read a book on medi- 
eine. For example, as Mr. Matheson 
says, a manager may be deceitful, but 
it is how he is deceitful that counts. 
This is determined only by understand- 
ing the individual strokes out of which 
the handwriting is constructed, and then 
the relation of those strokes to all of 
the other strokes in the individual writ- 
ing. There is, for instance, only one 
stroke that separates the keen analyst 
from the nagging fault-finder, and a 
book detailed enough to cover all of 
these points would become too heavy to 
read, and eventually too dry to study. 

Today there are approximately 4000 
grapho analysts, with international 
headquarters in Springfield, Mo. It is 
there that the International Grapho An- 
alysis Society, Inc.,-has its main offices. 
Textbooks are published for resident 
classes, a home study course and other 
activities are carried on by a staff of 
approximately 50 trained men and 
women. Students by mail are never 
promised a job, but when an attorney 


124 


has a questioned document, or a busi- 
ness concern has a problem on person- 
nel, they may contact the society and 
are referred to a trained member in 
their own area, 

In many cases this is not necessary. 
For instance there is Charles F. Martin, 
eredit manager for International Har- 
vester Co., Springfield, Ill., who created 
so much interest in Springfield by the 
way in which he handled credits and 
personnel that the Springfield Auto 
Supply Co. asked him to check the per- 
sonnel in their home office and branches 
throughout Illinois. Some of the changes 
he recommended may have been aston- 
ishing, but they were effective. The re- 
sult has been that he now makes reports 
on all applications, and recommends 
changes from one department to an- 
other. In addition, in whatever spare 
time he may have, Mr. Martin has 
gained a wide reputation in his state 
for his skill in handling questioned docu- 
ments, because with grapho analysis it 
is possible to not only know the charac- 
ter and capabilities of a writer, but to 
identify any adaptation of handwriting 
that may be attempted by the forger. 

In Memphis another trained analyst, 
Earl Davenport, has found that selec- 
tion of his own help in Modart Displays 
is simple, but the Memphis branch of 
Home Life Insurance Co. saw what he 
was doing for his own business and for 
others. Now he passes on the applica- 
tions from those who want to join the 
company as representatives. Again it 
was a trial operation at the start, but 
the saving in time and money was such 
that the management sends all such ap- 
plications to Mr. Davenport. 

John Horn in Abilene, Texas, is the 
largest distributor of ball gum in the 
U.S. This means hiring men to service 
the machines. It calls for honesty be- 
cause pennies that disappear run into 
dollars. A man working gum machines 
must be diplomatic, and he must work 
without wasting time. Mr. Horn had 
problems. Men with good references 
turned out badly until he remarked to 
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CUMMINGTON 


How to end the 
unfinished mechanized system 


FOR PAYROLL, DIVIDEND AND ACCOUNTS PAY- 
ABLE SYSTEMS, CUMMINGTON PROVIDES FAST, 
EASY, LOW COST SEALING AND INSERTING 


HANDLES PUNCHED CARDS AND OTHER INSERTS IN A 
WIDE VARIETY OF SIZES. The Cummington Mail Inserter 
eliminates “bottlenecks” by automatically stuffing and seal- 
ing envelopes. 


COSTS LESS TO BUY — LESS TO OPERATE. Buy only as many 
stations as you need for your system. The Cummington Mail 
Inserter is available in one through six station models and is 


priced according to number of stations. Can pay for itself 
within a year. 


Automatic postage meter may be attached. 


CUMMINGTON CORPORATION 
718 BEACON ST., BOSTON 16, MASSACHUSETTS 


Per es eS SS SSeS eee 
Mail coupow today. §  CUMMINGTON CORPORATION 
a 


718 Beacon St., Boston 16, Massachusetts 
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Cut Duplicating Costs 
MAKE YOUR OWN NEGATIVES 


“nush button” operation 


You can save 50% to 70% on the 
cost of line and halftone negatives 
and speed up production 5 to 50 
times — by putting even complex 
jobs on press in a matter of minutes. 
Compact Kenro ‘Vertical 18” has 
simplified controls, automatic fea- 
tures which make it easy for anyone 
to use. 

Handles up to 14” x 18” negatives. 
In practical form sizes equals a 16 x 
20 camera, has twice the capacity of 


11 x 14, more usefulness than 14 x 
17. Finest Goerz lens assures sharp, 
high quality results. $1250 complete 
with lens and lights ready to use. 
Write for Bulletin 56 which gives 
full details, all applications and 
shows exactly how a Kenro “‘Vertical 
18” can improve your duplicating 
procedure. Available from dealers 
everywhere. 


KENRO GRAPHICS, INC. 25 commerce St. 


Dept. F, Chatham, New Jersey 
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Mrs. Horn, who had done a great deal 
with grapho analysis, that it might be 
a good idea for her to pass on applica- 
The first man she checked looked 
like a dud. He lacked references, but 
his handwriting stood the test and he 
was hired. That single instance settled 
the use of grapho analysis with John 
Horn. His wife does the selecting of 
men, and he hires them knowing ahead 
of time that he has capable, honest men. 

Does grapho analysis identify the dis- 
honest man, the probable thief, the pos- 
embezzler? In the hands of an 
expert it does. This identification of 
character traits calls for an expert job 
because, though there are traits of char- 
acter common to those who embezzle, 
the common traits do not always fit. At 
a grapho analysis convention in an east- 
ern city, a man presented a page of 
handwriting which showed only one 
weakness, but it led the woman to em- 
bezzle thousands of dollars for only one 
purpose. Grapho analysis did not re- 
veal that she would embezzle, but it 


tions. 


sible 


showed conclusively that she would yield 
to temptation, regardless of its nature, 


outside of sex. She was actually a very 
religious woman, and her employer un- 
doubtedly expected her to be a strong 
charactered woman, but her writing 
showed that she was anything but 
strong. Therefore, when temptation was 
offered her as a cashier, she took a great 
deal of money, rationalizing her theft 
because it was for what she considered 
a good cause. 

There is always one question that an 
executive wants answered—which cannot 
be answered completely and fully. This 
is the question about who uses grapho 
analysis? What big outfit uses it? 
Originally big firms hesitated to admit 
its use for just one reason. Their com- 
petitors and other business executives 
might ridicule them. But while they 
were going through the stage of avoid- 
ing criticism, they found another rea- 
son for secrecy. Grapho analysis is a 
tool that can be used without advance 
publicity. Consider the example of a 
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manager for one of the big plants be 
longing to U.S. Steel. He studied only 
with the understanding that no mention 
should ever be made of his name. He 
used it with this protection. The same 
thing is true of major personnel agen 
The president of such an agency 
recently remarked that he was one of 
the first users of grapho analysis, hav- 
ing studied it more than 20 years ago, 
and he attributed much of 
of his large business to his ability to se 
lect help for his clients. It is doubtful, 
however, if more than a dozen men in 
his home city of almost a million knows 
of his use of grapho analysis. 


cles, 


the success 


This may be well and good. Grapho 
analysis stands on its own feet. The 
executive with the courage to investigate 
ean check the rules for himself in an 
hour and have the same experience as 
that of a very famous novelist who sub- 
mitted his handwriting for examination. 
As the author and analyst were com- 
plete strangers, the result was prepared 
straight from the shoulder. After con- 
sidering the analysis, the author said, 
“T know that much of it is a direct hit 
to the bull’s-eye. If I accept as true 
what I know to be true, I must in due 
course accept those traits which my 
writing uncovered, but which I have 
not considered in relation to myself.” 

Thousands of more executives might 
be using grapho analysis, but do not be- 
cause they want to know who else does 
it. They want a precedent, but the In- 
ternational Grapho Analysis Society has 
never used such publicity. It is not 
a secret order, but a confidence is a con- 
fidence in any man’s language, and they 
do not embarrass their members. Grapho 
analysis has stood on its own, and that 
is why it came about that approxi- 
mately 500 executives, doctors, teachers, 
and other professional men and women 
attended the convention in 1956. 


A 64-page illustrated booklet, You Can Pick 98%er 
by Mr. Bunker, describes how grapho analysis has 
aided in employee selection, credit rating, honest) 
detection, etc. Readers can obtain a copy for $1 
from International Grapho Analysis Society, Box 
2307 National Station, Springfield, Mo. 
































The Bedeviled 
Bulletin Board 


ANDREW J. DALTON JR. 
Acme Consulting Service, Kansas City, Mo. 


OO OFTEN, company bulletin 

boards, and the material thereon, 

have all the current interest of the 
printed relics frequently found in a doe- 
tor’s or dentist’s waiting room. Em- 
ployees are not likely to stand in rapt 
interest no matter how great the effort 
is to keep the company bulletin board 
interesting and informative. But, con- 
trariwise, it is hard to stimulate em- 
ployee interest say, around Washing- 
ton’s Birthday, when the bulletin board 
still displays an assortment of Christ- 
mas greeting cards from former em- 
ployees. 

Here are a few tips which will, in 
our estimation, make your company 
bulletin board a more effective medium 
of internal communication. 

Assign some employee the definite re- 
sponsibility of “policing” the bulletin 
board. Have all the material for display 
on the board clear through him (or her). 
When an employee has something they 
want to place on the board, make it a 
matter of company policy and pro- 
cedure that they first clear through this 
designated employee. See that top man- 
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agement extends the same courtesy of 
clearance when a department head or 
supervisor wants some space on the 
board. 

Material to be placed on the board 
should bear two dates: the date it is to 
go up on the board and the date it is 
to be removed. The designated employee 
ean be responsible for this precaution, 
which insures that material will be re- 
moved from the board before the Smith- 
sonian Institute makes a bid on it! 


The location of the board is, under- 
standably, of the utmost importance. 
3efore making this determination, it 
might be advisable to make a study of 
the flow of employee traffic during the 
work day, and select your location based 
on the results of this study. In a multi- 
floor building with an elevator, a likely 
spot would be on the wall facing the 
elevator. Here the largest number of 
employees pass to reach their desks in 
the general office. 

If your company operates a sugges- 
tion system, the box for entries might 
well be placed immediately below the 
bulletin board. Then, for example, when 
a bulletin board notice heralds a new 
company policy, employee reactions 
(suggestions) can be conveniently placed 
in the box while the idea is fresh in the 
employees’ minds. 

If you have a union in your organ- 
ization, they should not be offered space 
on the bulletin board, nor permitted to 
use it. Foreseeable possible complica- 
tions might arise which might eventual- 
ly provoke more ill will than good will. 
Keep it a company bulletin board! We 
believe it might be appropriate, how- 
ever, to advise the union, that, if they 
desire, they are welcome to wallspace 
for the placement of their bulletin board, 
provided that they pledge themselves to 
refrain from using it as a medium to 
disseminate controversial anti-manage- 
ment material, just as the company 
board will not be used to fulminate 
against the union. In conclusion, make 
sure your employees do not become 
bored with the company bulletin board! 
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NEVER MIND THE PAYROLL—KEEP THE 
OFFICE FORMS IN THE SAFE! 


Not a bad idea either, when you consider the in- 
vestment tied up in an inventory of printed forms 
purchased in quantity to obtain most favorable 
prices. But even a safe can’t protect supplies of 
printed forms from obsolescence. A change in 
procedures can turn a valuable inventory of 
printed forms into costly scrap paper overnight. 
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How to keep 
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from turning printed forms 
into scrap paper 


When you have an A. B. Dick Model 350 offset 
‘duplicator, blank paper that cannot become ob- 
solete replaces vulnerable inventories of printed 
forms. In this way you print economical quan- 
tities of standard forms, literature and other 
supplies as needed. Then, any change in a form 
calls for no more than a new master at a cost of 
a few pennies. The new developments provided 
in the Model 350 make this easy to do and 
inexpensive too. 





For more information about the ways business is 
using this proved method to avoid the risk of scrapping 
printed forms simply mail the coupon below. Or visit 
your nearby distributor of A. B. Dick products. You 
will find his name fisted under Duplicating Machines 
in the classified section of your phone book. 


AB DICK 


OFFSET + AZOGRAPH® * SPIRIT * MIMEOGRAPH 
* IMPRESSION PAPERS * FOLDING MACHINES 


A. B. DICK COMPANY oF 
5700 Touhy Avenue, Chicago 31, Illinois 

Please let us know how the new A. B. Dick Model 350 offset 
duplicator can avoid the risk of scrapping printed forms. 
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For every executive in your firm whose letters must bring in 


the business... 


The IBM “Executive®” Electric... 


the one and only typewriter with ‘proportional spacing” 
to give you the world’s most distinguished letters! 





Every executive who represents ’ 

your firm needs the IBM “Execu- | O°dinery 
ate ‘ : ' ™ Typewriter 
tive’—to make his letters stand | Spacing 
out, and to boost company pres- 
tige. The IBM “Executive” is the 
only typewriter with “propor- 
tional spacing”—that’s why it’s | 'BM ll 
the only one that gives these — wwwww 

: 13: pacin : 

business-building results! nd oe 




















ELECTRIC 
TYPEWRITERS | —OU7SEZLZL ALL OTHER ELECTRICS COMBINED / 
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A ROUNDUP of day-to-day employee 


problems and how they were 


handled by management. Each in- 


Right or Wrong 


IN EMPLOYEE RELATIONS 


cident is taken from a true-life grievance 
which went to arbitration. Names of 
some principals have been changed. 


Can you deny holiday pay to employees 
who refuse to cross a picket line? 


What Happened: 


The company had a usual holiday 
provision: an employee was paid for 
holidays provided she worked the day 
before and the day after the holiday. A 
day before Memorial Day, an outside 
union set up a picket line at the en- 
trance. The offices were open, and most 
employees crossed the picket line with- 
out incident. Several employees did not 
cross the picket line to work—and were 
not paid for the holiday. These em- 
ployees filed a grievance on the grounds 
that they were being penalized for ex- 
ercising the right not to cross a picket 
line. 

The company put its decision on a 
simple basis—if an employee doesn’t 
show up for work on a day before a 
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holiday — no holiday pay! That had 


been the policy for years. 


Was the Company: 
RIGHT (2 WRONG (1 


WHAT ARBITRATOR ALBERT K. 
WHITTON RULED: “The workers’ case 
rests primarily on the proposition that 
the refusal to pay these employees was 
a penalty exacted of them for their re- 
fusal to cross the picket line. A pen- 
alty is a punishment imposed for the 
doing of some prohibited act, or for the 
failing to do a required act. It is this 
form of penalty or punishment which 
it is argued was present here. The 
claim is that these employees were de- 





prived of their holiday pay. Yet it must 
be obvious that there can be no depriva- 
tion of that which a person has not 
acquired. Here the policy specified 
that to acquire a right to holiday pay, 


the employees must have worked on the 
regularly scheduled days immediately 
prior to and following the holiday. This 
they did not do. They are not entitled 
to holiday pay.” 


When can you require employees to work 


outside their regular job classification 


What Happened: 


It was Saturday morning, and a skele- 
ton staff was on—there being just a few 
men in the shipping department. A cus- 
tomer phoned and told the supervisor 
he was in a hurry for his order and was 
sending his truck over to get it. When 
the truck arrived, the supervisor as- 
signed the men in the shipping depart- 
ment to do the loading. 

“That’s not our job,” they complained. 

“IT know it,” said the supervisor, “but 
the regular loaders don’t work on Satur- 
days, and I’ve got to get this order out 
to our customer.” 

“Well, call in the loaders,” suggested 
one of the workers. 

“Then I’d have to pay them overtime 
because they’ve already put in 40 
hours,” the supervisor answered. 


Cocthu, Feb 


The employees did the work, but filed 
a grievance. At the hearing, the em- 
ployer took a positive stand: 

1. We have a right to assign workers 
to do any job as long as we pay them 
their regular rates, and there are no 
hazards involved. 

2. Overtime is not an employee right. 
The company is under no obligation to 
make overtime available if it has enough 
workers to do a job at straight-time 
rates. 

3. Besides, this was a temporary as- 
signment for the shipping boys, and 
we've always had a policy of shifting 
employees on a temporary basis. 

The workers’ position was: 

1. Management should not make un- 
reasonable transfers just to avoid over- 
time payments. 

2. This was no real emergency. A few 
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Ledger sheets grow old gracefully when they’re on new, 
stronger Hammermill Ledger 


Bookkeeping machine operators can work 
faster when they use “Posting” finish 
Hammermill Ledger. Now even tougher 
and stronger, this popular ledger paper 
prevents slow-ups that result when weak 
papers curl or tear from hard, fast use. 

Posting finish Hammermill Ledger grips 
the platen, helps keep figures “on the 
line,” has the sheet stiffness to look right 
—after repeated use. 

And, new Hammermill Ledger contains 
Neutracel® pulp. This pulp, exclusive with 
Hammermill, is made from northern hard- 


MER}, 
et © LEDGER 


woods. Blended with other fine papermak- 
ing pulps, 


Neutracel gives Hammermill 
Ledger a better typing, writing, ruling sur- 
face—a more level, velvety surface for 
crisper ruling and printing. Helps provide 
neater folding, too. 

Hammermill Ledger is also available in a 
standard “Ledger” finish for neat, readable 
pen and ink entries. Choose from outstand- 
ingly clean, low-gloss shades of blue-white, 
buff and green tint. Hammermill Paper 


Company, Erie, Pa. 


costs no 
more 


—and actually less than many other watermarked ledger papers. 
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Where SPEED, ACCURACY and 
ECONOMY in photocopying 


COUNT! 


The Photostat Instant Copier is tailored to 
the copying needs of the small office where 
speed, accuracy and economy are impor- 
tant. It will produce up to five black on 
white copies in one minute of anything 
drawn, written, typed or printed . . . needs 
no special lighting, takes up little space, 
and is designed to use the exclusive Veri- 
fax process. 


In addition, with a small adapter attach- 
ment, the Photostat Instant Copier will 
make paper offset plates economically and 
quickly. 


Gur hey 77 complete Prolocyfy valipaclon 


No other office copying equipment can 
equal the versatility and flexibility of the 
Photostat Instant Copier and the Verifax 
process ... you'll be amazed to see the 
volume of work it can do. : 

Be sure you see the Photostat Instant 
Copier before buying any photocopying 
equipment. Our sales representatives from 
coast to coast will be glad to demonstrate 
one for you. Just write us for the address 
of the representative nearest you. 


PHOTOSTAT CORPORATION 


P. O. BOX 1970-D, ROCHESTER 3, NEW YORK 





PHOTOSTAT 
is the 
trademark 


PHOTOSTAT fe 


PHOTOSTAT CORPORATION 


POCMESTER NEW YORK 


PHOTOSTAT 
CORPORATION 
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telephone calls would have netted the 
regular truck loaders. 


Was the Company: 
RIGHT () WRONG [J 


WHAT ARBITRATOR SANFORD H. 
KADISH RULED: “The employer is 


under no duty to assign overtime work. 
The work could have been performed 
by employees during their regular 
workday. Besides, the company’s past 
practice of assigning employees to tem- 
porary jobs out of classification makes 
the grievants’ position untenable. 
Grievance dismissed.” 


Does “equal pay for equal work” mean that 


everyone doing the same job gets the same pay? 


What Happened: 


The company had a poliey which read 
as follows: “The principle of equal pay 
for equal work shall be applied without 
discrimination.” Four employees were 
in the order department, doing the same 
work. The workload was about equally 
jivided. But one employee (Pete Dal- 
wen) was getting $5 a week more than 
tie other three. This was the result of 
a merit rating increase. The employees 
contended that because they did the 
same work as Dalben, they too should 
get the same merit raise, in line with 
the principle of “equal pay for equal 
work.” Everyone agreed that all four 
employees turned out about the same 
amount of work. 


Were the Employees: 


RIGHT (1 WRONG (1 


WHAT ARBITRATOR RALPH SE- 
WARD RULED: “Merit rating is con- 
cerned not with what the employee does 
but HOW he does it. To contend that 
merely because employees are perform- 
ing the same kind of work they should 
receive the same merit rating indicates 
the same confusion between the func- 
tions of job classification and merit 
rating. Such a contention would de- 
stroy merit rating entirely. Though 
the three employees are competent 
workers, none of them has shown the 
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same level of initiative, none has dem- 
onstrated as thorough an understanding 
of his work or a comparable ability to 
meet unusual scheduling problems ef- 
fectively and without advice and direc- 
tion of supervision. The grievance is 
denied. 





raise an uproar 
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over faster, better-looking typing ? 


NOTHING matches the quiet efficiency of the new 
Royal Electric. 

It helps typists to do more work, better-looking 
work, faster...because it’s 13 times easier to operate 
than non-electric typewriters. 

And it doesn’t raise an uproar over the extra 
work it turns out. Royal has lowered the “‘boom”’ 
on electric typewriter noise. The new Royal 
Electric Typewriter is as easy on your ears as it 
is light and easy to the touch. 

Mighty attractive, too. It comes in 5 handsome 
two-tone “‘Royal-tone’”’ colors to brighten up your 
office and lift your typists’ morale. 

Plan now to step up your typing production 
this guiet way. Call in your Royal Representa- 
tive today for a free demonstration. 


bd R 
RQYA) electric - standard - portable 


Roytype® business supplies 


Products of Royal McBee Corporation, World’s Largest Manufacturers of Typewriters. 


For More Information Circle No. 258 
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Annual Office 


NU rey |V-Wile), BN, [oy ce): 
CONVENTIONAL EQUIPMENT 


What Is Management's Opinion? 


(Continued from the February issue) 


Relieve Employees of Details 


In considering the purchase of office 
equipment, our policy is to ask the 
questions: “Will it save time? Will it 
reduce future expenditures on the oper- 
ation affected? Will it provide as 
good or better control?” These ques- 
tions are important to any prospective 
purchaser. Our established policy re- 
quires a written report prior to the 
t irchase of any piece of equipment. 
We do not, of course, follow this course 
of action for the purchase of minor 
items. 

We do expect to at least maintain 
our level of purchasing and quite prob- 
ably will increase it, since our city is 
growing rapidly. The type of equip- 
ment which can be profitably purchased 
appears to us to be equipment which 
will relieve our employees of detail 
work and not create serious mainte- 
nance problems.—WiILLIAM D. BOLL- 
MAN, City Manager, City of Albany, 
Ore. 
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Awaits Electronics for Smaller Firms 


The Security Storage Co. of Wash- 
ingten is a service business, hiring a 
clerical and official force of 32 persons, 
and an operating force of about 80 per- 
sons, doing approximately one million 
dollars gross business per year. While 
our company is considered a large com- 
pany among household goods storage 
companies, it is, because of its nature, 
(and always will be) considered small 
business compared to targe corpora- 
tions. Consequently, we are not large 
enough to use punched cards and other 
more expensive systems, and find the 
medium class machines best fit our 
needs. At the present time we are 
awaiting delivery of the largest 3100 
National Cash Register bookkeeping 
machine to replace an older machine. 
In addition we desk-size electric 
adding machines and calculators. 

We expect that we will maintain and 
most likely our level of pur- 
chasing in the future. We expect that, 


use 


increase 
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Management Forum 


for the next five years, the kind of ma- 
chines purchased will be very much in 
line with what we are using at the 
present time. We are hopeful that, by 
that time, manufacturers in the elec- 
tronic field will develop machines suit- 
able to the needs of small business. 
Such development is needed to take 
care of the natural growth of business, 
the analysis of operations desired and 
the increasing amount of paperwork re- 
quired in operations and governmental 
reports.—RALPH H. HOUSER, Treas- 
urer, Security Storage Co. of Washing- 
ton, D. C. 


More Punched Card Machines 


We expect to increase our level of 
office equipment expenditure consider- 
ably. We do not believe that any sig- 
nificant increase will come in any other 
than IBM machines. Our company has 
$5,000,000 annual sales with 420 em- 
ployees. Our current office equipment 
consists of $17,500 in furniture (desks, 
chairs, filing cabinets, safes, etc.); 
$7,600 in typewriters; $10,100 in dictat- 
ing equipment; $6,600 in desk calcula- 
tors and adding machines; $5,500 in 
reproduction equipment; $4,600 in mis- 
cellaneous office equipment (figures 
are our costs). Our 1957 plans show. no 
major purchases of office equipment of 
the above types. However, we current- 
ly rent IBM machines at $1,700 per 
month and have on order additional 
IBM equipment to rent for $4,380 per 
month.-T. GORDON HUTCHINSON, 
Assistant Treasurer, Reed Rolled 
Thread Die Co., Worcester, Mass. 
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Machines Offset Higher Costs 


Our company has been engaged in the 
consumer loan business since 1933. At 
present we operate 35 branch offices in 
Pennsylvania, Maryland, Virginia, Flor- 
ida and Kansas. Because of the nature 
of our business our two main assets are 
morey and people. Despite a common 
misconception, our actual margin of 
profit is very small. Consequently we 
are highly concerned about cost for 
both of these items. Money, unfor- 
tunately, has become increasingly more 
expensive for us. At the same time, 
however, the rate of charge which we 
receive has been decreasing. It is 
therefore important to us to find newer 
and more efficient means of handling 
money. 

Coincidentally, with the increased cost 
and lower return on money we are faced 
with increased cost for adequate person- 
nel. This necessitates constant re- 
search in the field of forms, systems and 
office machinery which will enable us 
to increase productivity of our em- 
ployees to offset the increased salary 
cost. In view of these conditions it will 
undoubtedly be necessary for us to ex- 
ceed our previous levels in the pur- 
chase of office equipment in the future. 
We must find ways to handle more cus- 
tomers faster and cheaper than we have 
done in the past. 

The answer seems to obviously lie in 
the increased use of office machinery, 
streamlined forms and simplified sys- 
tems. We, along with many others in 
our industry, have already made great 
strides in this direction through the in- 
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creased use of multiple form sets, car- 
bonized machine tapes which can be re- 
tained for records, as well as many 
other things which no one thought of 
doing a few years ago. As to kinds of 
office machinery we expect to use I can 
only say at the moment it appears quite 
logical that we will use more electronic 
accounting devices and perhaps extend 
ourselves into the field of electronic 
memory devices. Greater use of multi- 
ple forms, with perhaps more efficient 
design, will also be a major factor of 
concern to us. We will continue to seek 
faster and more efficient systems. In 
short, we will look for automatic 
methods which will enable all manual 
effort to be more productive.—CARL R. 
WOXMAN, President, Persona! Indus- 
trial Bankers, Inc., Washington, D. C. 


Re-education Is Most Important 


I believe we have a normal comple- 
ment of the conventional office ma- 
chines, NCR 3000, NCR 145 
printer, Comptometers, Friden and 
Marchant calculators, etc. We are cau- 
tiously entering the punched card 
field and are looking toward possible 
use of electronic equipment in the five- 
to-ten-year period ahead. The routine, 
monotonous manual calculations that 
are made in most offices lend them- 
selves very readily to the application 
of either punched cards or the smaller 
electronic installations. Incidentally, 
the word “electronics” seems to have 
been surrounded with an aura of mys- 
tery which the actual machines them- 
selves do not justify. Certainly, in the 
next five years there will be some prog- 
ress made in our office, as well as 
throughout industry, from the stand- 
point of integrated data processing. If 
Wwe are going to maintain a cost level 
that will keep us competitive, and if 
we are going to furnish management 
with facts relative to the immediate 
past, and since forecasts have to be 
what the future holds, it is going to be 
necessary to develop systems and pro- 
cedures which will give us facts and 


such as 
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figures faster than we can get them, 
economically, under today’s manual pro- 
grams. 

We talk blithely about the automated 
office, but reason leads us to believe 
that, inasmuch as the majority of office 
work requires some degree of judgment 
and since machines, no matter how skill- 
fully contrived, do not have the ability 
to think, and consequently cannot use 
judgment, the truly automated office be- 
comes an impossible dream. There can 
be some improvement so far as clerical 
costs are concerned, but it is our feel- 
ing that within the foreseeable future 
this is going to amount to possibly 15% 
to 20% in the transitory period from a 
major manual effort to a major me- 
chanical effort, accompanied by what- 
ever degree of manual support experi- 
ence justifies. It would appear that the 
most profitable equipment would be in 
the integrated data processing field, and 
I am not referring to the purely elec- 
tronic field such as the file computer, 
but rather to the substitution for cur- 
rent manual machines, of the later 
models of those same machines which 
will produce as a by-product either 
punched cards or punched tapes. 

I think what is even more important 
for people in office management today 
is that they be thoroughly imbued with 
the tremendous progress that has been 
made in office machines and equipment 
during the last five years, and the 
absolute necessity of practically a re- 
education insofar as the mechanical 
devices and electrical devices that are 
available today for the potential re- 
duction of clerical costs —R. BRUCE 
SCOTT, Plant Controller, Oliver Corp., 
Cleveland. 


Purchase Profitable Machinery 


We anticipate no overnight revolution 
in office equipment because of the ad- 


vances in electronics. Therefore, we 
expect to continue to purchase such 
conventional machines as meet require- 
ments. Each business firm’s particular 
requirements are more or less peculiar 
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The Olivetti Printing Calculator un- 
snarls tangled business figures quickly 
and economically. It automatically 
multiplies and divides (without men- 
tal counting of any kind, including 
counting for positioning), is also a 
speedy 10-key adding machine, with 
automatic credit balance. Easy to 
operate, it is literally two machines 
in one. The printed tape is a perma- 
nent record, for fast checking, filing 
or attaching to work papers. Many 
companies have standardized on this 
rugged, proven machine, which is 
guaranteed for 12 months instead of 
the usual 90 days. 
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Are you also acquainted with 
Olivetti’s other printing calculator, 
with the double register and the 
‘memory’? With Olivetti’s account- 
ing and posting machines? Hand, 
electric and duplex adding machines? 
Electric, standard and portable type- 
writers? Remarkably efficient and 
dependable, they require a minimum 
of maintenance; service and spare 
parts are quickly available through 
dealers in 48 states. Branch offices 
and showrooms in New York, Chi- 
cago and San Francisco. Olivetti 
Corporation of America, 580 Fifth 
Avenue, New York 36, N. Y. 


olivetti 
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to the specific business. When machin- 
ery will profitably replace manual opera- 
tion, then the equipment should be 
purchased.—H. W. CRUCE, Cashier, 
First National Bank, Little Rock, Ark. 


Present Equipment Still Necessary 


I believe it can be said, with respect 
to the municipalities in general and to 
the northwest specifically, that 
equipment is more and more considered 
to be a must, and such equipment is 
replacing a number of manual opera 
tions in a large number of municipali 
ties. As businesses and or municipali- 
ties grow, they must adopt certain of 
the technological advances. which have 
been made and which are being made 
daily. As a personal opinion, it would 
appear to me that the conventional type 
of equipment that we have in existence. 
today, would be continued to be used 
for some long time to come. In a large 
number of people 
actually seen installations of 
or another and understand 
installations can do. 
the municipal field are reluctant to 
pioneer in the development of office 
machines and office equipment. Cost of 
these has a great deal 
to do probability of installa 
tion. 

Basically, it appear, Manage- 
ment can invest in any office equipment 
which will enable current staffs to 
perform at their highest levels of effi- 
ciency with the greatest amount of 
accuracy that is possible. One must 
always remember that machines will 
not do the work by themselves, but 
that it takes a human hand to guide 
them. However, if it is possible to 
purchase a machine which will enable 
the current staffs of any office to con- 
tinue to perform increasing volumes 
of work, which in most instances is 
becoming increasingly complicated, 
with accuracy and dispatch, then in all 
probability the machine is a good in- 
vestment and will pay for itself in 
a relatively short period. This payment 


office 


instances, have 
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may be made in a variety ot! 
elimination of costly mistakes, ab- 
sence of necessity to employ new per- 
sonnel, better and more reliable infor- 
mation available when needed, in- 
employee efficiency, or bette! 
worker morale-—DANIEL O. POTTER, 
Finance Officer, City of Eugene, Ore. 


ways: 


creased 


Buy Now and Trust Manufacturer 


We expect to maintain our 
level of office equipment purchases in 
the immediate future. I feel that any 
nationally known manufacturer has 
properly tried out equipment, before it 
is put on the market. If this meets the 
buyer’s needs, he may as well purchase, 
rather than wait for equipment which 
may or may not be available in the 
future.—GORDON H. CROSSLEY, As- 
sistant Treasurer, People’s Savings 
Bank, Worcester, Mass. 


usual 


Space-Saving Filing Equipment 

We expect the usual level of office 
equipment purchasing to go slightly 
down in the next six to eight months. 
The kind of office equipment we think 
management can profitably invest in is 
space-saving filing equipment and help- 
saving equipment, consistent with the 
best procedures available for individual 
operations. — LEONARD R. SEMPLE, 
Staff Assistant to Personnel Manager, 
Harris-Seybold Co., Cleveland. 


Machine Operators Need Training 
We 
major office equipment 


will probably not purchase any 
this year. Our 
will be merely the usual 
ones to replace worn or obsolete type- 
writers, desk calculators and adding 
machines. We are definitely of the 
opinion that there is an evergrowing 
future for conventional machines de- 
spite the tremendous strides made by 
electronic equipment. Constant im- 
provement of non-electronic equipment 
has maintained, and in many instances 
created, its place in present-day busi- 


purchases 


THe Orrice—March, 1957 








FOR BOTH 
MACHINES 


SO EASY, SO SMART, SO QUICK! Two simple operatic 
plete a PLASTICO BINDING in minutes! Preci 
guarantee professional results. And these easy-t 
“ t so little they soon pay for themselves—save 
nm then on in, A few copies or thousands . . . catalogs, 
manuals, financial reports, price lists and many ott 
> all easily bound for a long life of handsome 


You'll be delighted e way sleek, colorful PLASTI 
BINDING enri and nm jizes. The way pages 
flat easily... Ff C n en doubly-impressive spre 









i ... turn smoot ow thick your book 
Ercluawe wide variety of rich c: PLASTICO BINDINGS 


t ay +h implest cover tr nent th d rit id 
ee Co ee te th me o-ecdiys 


Get the details today! 





BS ee a ee ee ee 
‘ PLASTIC BINDING CORPORATION 
i Dept. © 732 Sherman St., Chicago, 5 Illinois 


For More Information Circle No. 219 Please rush FREE MANUAL giving me full information about 


|| PLASTIC BINDING CORPORATION | re 


732 Sherman St 15 W. 24th St 
Chicago 5, Ill New York 10, N. Y 


S) simple... 


even the boss can eve it!” 


a cacauianiaiatimalaania: cocettasadiaammeaiesa: 


And he'll want to! 


You don’t have to be an expert to get perfect photocopies 
every time. With the Copy-Craft’s broad margin for error 
even a beginner can make beautiful black-on-white copies of 
anything, in seconds. And they’re sharp, exact and permanent. 
Try it yourself! See how easy it is to use, how little photocopy 
paper you waste, and how handsome the compact gray-green 
Copy-Craft looks in your office. 

We'll be glad to give you a no-obligation trial right in your 
own Office on anything you'd like to copy. Write or phone. 


COPY-CRAFT inc. 105 cuamsers STREET, NEW YORK 7, N.Y. « BArclay 7-4150 


CARBON PAPER AND RIBBONS - OUPLICATING. PHOTOCOPYING AND SYSTEMS MACHINES AND SUPPLIES 
For More Information Circle No. 192 
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ness. The small and medium size busi- 
ness cannot stand the terrific overhead 
resulting from down-time on a large 
investment in electronic equipment. 
For these businesses, we believe 
ventional equipment 
ing market. 

To help this potential market, the 
machine manufacturers should promote 
training programs in schools, etc. Per- 
haps more interest could be developed 
in our young commercial students to 
become machine operators. Many pres- 
ent-day machines are no better than 
the operator. Often it is quite difficult 
to obtain operators who are really in- 
terested in their work.—ARCHIE H. 
WEBSTER, Controller, Glen-Gery Shale 
Brick Corp., Reading, Pa. 


Electronic & Regular Equipment 


We expect to maintain our usual 
level of office equipment purchasing in 
the foreseeable future. While we are 
already utilizing considerable electronic 
equipment and expect to expand the 
use of this equipment in the future, we 
plan to continue to invest in such other 
equipment as will enable us to effi- 
ciently and economically handle our 
rapidly expanding business——-EDWARD 
B. RUST, Executive Vice President- 
Operations, State Farm Mutual Auto- 
mobile Insurance Co., Bloomington, III. 


coh- 


has an evergrow 


Desired Results at a Saving 


Aside from the availability of certain 
office equipment as a result of the in- 
stallation of IBM punched card system 
for customer billing and substitution 
of such equipment for that which would 
otherwise be purchased, we anticipate 
that our purchases of office equipment 
in the foreseeable future will be at our 
customary level. We will continue to 
purchase such office equipment which, 
in our judgment, will provide a more 
efficient method of obtaining desired 
results and at a savings—OTTO BRU- 
NENMEISTER JR., Controller, Ohio 
Edison Co., Akron. 
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Automatic Data Processing 


We have spent over a year looking 
into the application of automated data 
processing and the use of punch tapes, 
a statistical bureau and me 
chanical equipment. I imagine that we 
shall probably wind up with a combi- 
nation of either tape or card punching, 
and tape or card reading mechanical 
tabulation equipment.—H. E. HUGHES, 
Controller, Climax Mfg. Co., Castor- 
land, N. Y. 


service 


Wait a Year for Electronics 


It is anticipated that we will con- 
tinue our usual level of office equip- 
ment buying during 1957. At the present 
time, there does not seem to have been 
enough progress made in bank electron- 
ic equipment for us to stop purchasing 
the usual equipment. Perhaps by next 
year at this time the picture will be 
clearer. R. B. GORDON, Cashier, 
Puget Sound National Bank, Tacoma, 
Wash, 


Space-Saving Equipment 

We 
level of 
this year. At present, we are interested 


our usual 
purchasing 


expect to maintain 
office equipment 


and 
cabinets to 
cabinets to con- 
smaller-depth steel 
office desks to conserve space; regular 
replacement program for typewriters 
and small office machines such as add- 
ing machines and calculators; small, 
medium, and large size electronic ac- 
counting and record processing equip- 
ment; possibly microfilming equip- 
ment; combination counters and desks 
for more efficient handling of work in 
various offices; additional air-condition- 
ing equipment and acoustical materials. 
—P. R. LAWSON, Pennsylvania Elec- 
tric Co., Johnstown, Pa. 


in the following office machines 
equipment: five-drawer file 
replace four-drawer 
office 


serve space; 
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Moscow Computer 


Translates from English 


To Russian 


A. J. STEIGER 


RUSSIAN electronic digital com- 
puter has been successfully em- 
ployed for “automatic translation” 
of scientific texts from English into 
Russian, according to a recent report in 
the Russian-language magazine Priroda 
(Nature), a popular science monthly of 
the Academy of Sciences USSR. The 
computer was designed by S. A. Lebe- 
dev. The process, said to promise in- 
stantaneous bilingual translation of 
scientific texts, was reported by G. P. 
Zelenkevich, L. N. Korolev and §S. N. 
Razumovskiy, associates of the acad- 
emy’s Institute of Precision Mechanics 
and Computing Technology. The main 
points which the Priroda report dis- 
closes are summarized below with literal 
illustrations from the original descrip- 
tion of the machine’s word memory sys- 
tem and grammer coding principles. 
Writing the computer’s English-Rus- 
sian vocabulary is the first step in pro- 
gramming the machine for translation 
work. Words are stored in the form of 
digital numbers; each letter of the Eng- 
lish and Russian alphabets having a 
code number. The letter code numbers 
used in the Moscow computer follow: 
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f—14 
g— 10 
h—26 m— 
i—12 n— 
j—18 o—2 


a — 16 
b — 06 
c — 22 
d — 30 
e — 08 


“eae 
= 


p— 24 
g — 23 
r—(07 
s—05 
t— 21 
a— 16 y —20 
6 — 06 
p— 13 
r— 10 
n— 30 


e — 08 


*m—29 n—1i15 
3—25 o—28 o— 14 
n—12 n—24 x—26 
K—19 p—0O7 n—22 
n— 27 


c —05 
mM—i11 tT— 21 


q—3 
mi — 02 

The Baudot code system of machine 
telegraphy was adapted to electronic 
digital computing, to render every Eng- 
lish word and its Russian equivalent by 
a definite number. Some’ English words 
converted into their numerical symbols 
are: 

there 

short 

into 

numerically 

methods 


2126080708 
0526280721 
12152128 
— 152011080712221627 
— 11082126283005 
The digital symbol is the basie vocab- 
ulary word form; in addition each word 
is assigned a dictionary number. The 
electronic dictionary differs in another 
way from the ordinary lexicon. It not 
only stores the Russian equivalent of 
the English word, but also links to each 
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the SURE WAY to increase typing 
efficiency and improve quality 
of all typewritten copies! 


try it the “HURON COPYSETTE” way ———4 
PORT HURON SULPHITE & PAPER CO. 


Prove for yourself j Port Huron, Michigan 


efficient and effective HI 
COPYSETTE really i 


for your free samples toda 


6 Please send to me without obligation free 
samples of HURON COPYSETTE. 


Name 


STATIONERS We invite 
your inquiries. Send for sam 
ples, descriptive literature and 


price lists 


lo 


| PORT HURON SULPHITE & PAPER CO. port Huron, michican 
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English words, symbols relating to the 
grammar and syntax of its Russian 
equivalent. This comprises the diction- 
ary’s English part. In the dictionary’s 
Russian part, Russian words are stored 
in the of the index number 
assigned them in the English section. 
The word search is the next step pro- 
grammed. The _ eléctronic 
words in the machine’s vocabulary mem- 
ory is an operation of comparison, by 
which it is determined whether two 
words (an English word and its Rus- 
sian equivalent) are coded in the same 
digital symbol. The root-form is sought 
for; endings like s, ing, ed, er, est, e, 
Vy and so on are dropped in the search 
for Russian equivalents of English 
words that aequire such endings. 
“Monovalent words are relatively easy 
to find ” the report 


sequence 


in the dictionary,” 
stated. “It is comparatively more com- 
plicated to find the wanted equivalent 
when the word is multivalent. To estab- 
lish the meaning of multivalent words, 
it is necessary to analyze the words 
around it, to see what kind of words 
precede and follow it, what their value 
and grammar are. The rules for deter- 
mining the wanted value of a multi- 


valent word are based on analysis of 


much concrete linguistic material and 
have been reduced to a system termed 
‘Dictionary Supplement.’ 

“The finding of the simplest and most 
general criteria for selecting this or that 


Suppose that both equations 
actually contain all the pos- 
sible partial deriratives of 
Second order. 


JlonycTum 


It is often impossible, ho- 
wever, to perform the actual 
eliminations, and hence this 
transformation is of theore- 
tical rather than practical 
interest. 


meHee, 


pee 4eM 
pec. 


In problems of this typi 
pumerical methods become a 
necessity due to absence of 
other methods for getting 
the requisite information out 
of the differential equations. 


JIeHHWe 


TOJIOB 
XOUMMOTO 


search for 


GacTO H€BO3MO/KHO, TEM He 
BbILIOJIHHTh ° 
TEJIbHLIE HCKIIOYEHHA, HW Ce- lish 
WOBaTeJIbHO 39TO ipeod pasoBa- 
Hne UMeeT TeopeTHyecKnh CKO- 
npakTHveckKHi MHTe- 


B samayax sToro 
MeTOIbI 

HeEOOXONMMOCTbIO OO YCIOBIEH- 
HO OTCYTCTBUeM 
JiJlA nou yIeHHA 
CBeleHHA 


value of a word or group of words be- 
ing analyzed is the product of prelimi- 
nary work that linguists have done on 
conerete material, and much depends on 
the extent to which all typical cases 
have been foreseen and provided for in 
the machine’s operational program. 

“If any word in the sentence being 
translated proves unfound in the dic- 
tionary, then the machine’s memory de- 
retains this word unmodified. In 
developing the translation, the word is 
typed in Latin letters.” 

In performing translations, the elec- 
tronic machine operates from punched 
tape on which the English text has been 
coded according to the adopted Baudot 
system. The English is fed into the ma- 
chine phrase by phrase. For example, 
the phrase: there are two various nu- 
merical methods, is tape-fed to the ma- 
chine as a 78-digit number. Then the 
words forming the phrase are spaced 
out and the search for the Russian 
equivalents begins. 

When the English word is found in 
the machine’s vocabulary, all the gram- 
matical data in the machine’s English 
part about this word’s Russian equiva- 
lent is selected to form the word’s “digi- 
tal equivalent.” All further operations 
are made with this digital equivalent, 
the numbers indicating parts of speech 
and their grammatical characteristics 
being always arranged in the same one 
cireuit position. This permits automatic 


vice 


4ToO 06a ypaBHe- 
HHA JeCUCTBUTCJIBHO COLep maT 
BCe BOSMOMHbIEe WcCTHLIe lipo- 
HUSBO]HbIe BTOpOrO NOpAKa. 


Sample translations of 
scientific text, from Eng- 
into Russian, as 
“typed out by the Mos- 
cow computer, without 
editorial correction” 
and illustrated in the 
Russian magazine 


Priroda. 


JlenCcTBa- 


THA YHC- 
CTaHOBATCH 


Ipyrux Me- 
HeOoo- 
u3. Md- 


@eveHUMaNbHLix ypaBHeaait. 
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You can 
cut costs in your 
order-processing 

ee operation! 


How to streamline 
your shipment addressing 
for speed and economy 


New booklet shows how 
= “integrated shipment addressing” 
= Ct speeds shipments, eliminates 
errors and saves clerical time. 
Send for your copy! 


Featuring Syste ideas 


w being used by leading Compares in every 
DID YOU KNOW that you can prepare 
a shipping stencil as a by-product 
of your order-invoice writing and 
then use it to address labels, tags 
and cartons? Thousands of 
efficiency-wise companies are 
already doing it and making 
NEW BOOKLET TELLS: dramatic savings in clerical time 

e How to evaluate the efficiency of and effort. Regardless of your 

your shipmentaddressing operation = paperwork procedure, or office 


‘Saotuee” for addressing equipment used, you can enjoy the 

Vic: Saban tence benefits of integrated shipment 
stenciling systems addressing. 

e The key to a better shipping 
operation 

e integrated shipment addressing, 
the newest trend in office systems 


for addressing lebels, tags anc cartons 





Your free copy 1s waiting 
Send for tt today! 


WEBER MARKING SYSTEMS, Dept. 8-C 
Mount Prospect, Illinois 


Please mail me a copy of “‘How to streamline your ship- 
ment addressing for speed and economy.” 


WEBER MARKING SYSTEMS , Company 


Division of Weber Addressing Machine Co., Inc. | 
Mount Prospect, Illinois 


SALES AND SERVICE IN ALL PRINCIPAL CITIES | City... secccececosecosovces Zone, . . . Ste 


For More Information Circle No. 252 
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TANDEMATIC . 
... meet every small office 
collating requirement 


“SPACESAVER” Series for 
economy. The most compact collator ever 
Ideally suited for desk top 
and table top application. 

“CONSOLE” Series .. . 


Operator comfort is maxi- 


space 
manufactured. 


Includes stapling- 
stacking bin. 
mum Operator is seated while collating. 


“TANDEMATIC” . . . for those BIG jobs. 
Operator can collate multipage sets hour 
after hour without fatigue. 
“PRINTERS SERIES” .. . 


bins (20) for printer’s size sheets. 


have extra wide 
Will 
collate sheets up to 14”x20”, 

The COLLAMATIC “Adjustable Stroke’’ 
feature . Optionally available in 
all models, the “Adjustable Stroke” per- 
mits gathering of odd-size sheets 


11%x17”" down to 52x81". 


from 


TETTTTITITITIT ITT 
[] Please arrange a demonstration of 
the 
[] Please forward literature to 
Title 


model Collamatic. 


Name 
City 
Firm 


Street 


110-3 State Highway 23, Wayne, N. J. 
For More Information Circle No. 335 


; discernment 


| mar, 


SOCCCEEHEESTES HEHEHE HEEES 


and selection of wanted 
symbols. 

The machine’s translation program is 
divided into two main parts: analysis 
and synthesis. The steps involved are 


tabulated below. 
Input of English Text 





English ParwWof Dictionary 





Dictionary Supplement 





Prepositions 





Formulae 




















Adjectives 





Change of Word Order 








Russian Partyof Dictionary 








Verbs 








4) 


Nouns 








Y 
Adjectives \ 
! 
{ 


Numerals 





Typing ae ssian Text 


The first part of the program is to 
analyze the English words and, in ac- 
cordance with their syntax and gram- 
determine the grammatical form 
of the equivalent Russian words and 
their position in the translated sentence. 
With the sentence analysis expressed in 
digital symbols, the machine proceeds to 














9 - Station-Mode! 90 


IT'S NEW! 


(Available 6 and 12 station) 


24.000 SHEETS PER HOUR - COLLATED! - JOGGED! 





COUNTED! - STAPLED! - STACKED! 





AUTOMATIC — Sheets are collated, jog- 
ged, counted, stapled and stacked auto- 
matically. 


PRODUCTIVE — 25,920 sheets per hr. 
(12 bin model.) 


SIMPLE TO OPERATE — Absolutely true. 
No critical adjustments. Set-up time a 
matter of seconds., 


INEXPENSIVE — Thousands of dollars 
less than other automatic collators. 


Manufacturers also of Electric Collators 
for every collating requirement. 


TREE RERE EERE RE REE EERE RE RE RER EEE EER REE EE GL 


THE GOLDEN AUTOMATIC 


.....Please forward descriptive literature. 


....Please advise where | may see the 
new GOLDEN AUTOMATIC in oper- 
ation. 


ee en 
Street 


RIP cereicst caderans ss ; State . 


For More Information Circle No. 272 
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AUTOMATICALLY! 


10 TIMES FASTER THAN HAND 
COLLATING 


4 TIMES FASTER THAN MECHANICAL 
OR ELECTRICAL COLLATORS 


For years, the collating industry has 
been aware of the tremendous pent-up 
demand for a collator with the follow- 
ing 4 requirements: 

AUTOMATIC ... PRODUCTIVE... 
SIMPLE TO OPERATE . . . INEXPENSIVE 


To date, this demand has gone unsat- 
isfied. Collating equipment available has 
been either too expensive, too temper- 
mental, too limited, or too complicated 
to operate. 


At last, COLLAMATIC is proud to an- 
nounce that all these ‘never-before-com- 
bined’ features are available in one col- 
lator - THE ALL NEW - FEATURE-LOADED 

GOLDEN AUTOMATIC! 








COLLAMATIC 
al 4 i Hei y 


© 1957 Collamatic Corp. 


COLLAMATIC CORPORATION 
109-3 State Highway 23, Wayne, N. J. 





At a single desk a complete 
automatic billing department...the 


A primary unit 
in the automatic office 


complete invoice with 
f additions 

ind tatals at 

per second 


t unch and 
er make Model C Com 
putyper an IDP Tape-Talk 


ommon tanguage) ma 


available as Model-B 
equipment 


© > 


Not only billing but many other typing-computing 
operations are systematized by the Friden Com- 
putyper. Inventory, for example. Also cost 
analysis, sales distribution, statistics. Model C 
Computyper, while creating original records, 
produces by-product punched tape for automatic 
transfer of data to punched cards or accounting 
records by other common language machines 
Being itself a common language machine, the 
Computyper also produces and interprets tape 
or edge-punch cards. Set up a demonstration 
appointment with your nearby Friden Man. 


COMPUTYPER 
automatic writing and 
automatic 


elas) elialss. 


calculating 


gs 


ce Tabe-1 0)4 3 6-Mr- Lele male) aeh-mele) aa) 


& alphabetical and numerical 
nating all hu 


af data elim 
man errors in. copying 


Operated by typist only 
(calculating is automatic) 


< 


7, 


- 


a 


Friden 


brings you an automatic office 


Commercial Controls Corporation 
Rochester, N. Y., Subsidiary 


©) Friden Calculating Machine Co., Inc., San Leandro, Calif 
— sales, instruction, service throughout U.S. and world. 


For More Information Circle No, 195 


154 


THe Orrice—March, 1957 





the program’s second part, synthesis of 
the Russian sentence. The Russian words 
stored in root forms in the machine’s 
dictionary now acquire a grammatical 
form that corresponds to the symbols 
obtained from analysis of the English 
sentence, 

Both in the English and the Russian 
parts, the grammar is represented by 
special cireuits for the main parts of 
speech. The operational basis in each 
circuit is dichotomous analysis, i.e, a 
system of checking the presence or ab- 
another grammatical 
symbol of the word undergoing transla- 
tion. The program’s individual parts are 
arranged in a sequence so that the 
svmbols developed are those needed to 


sence of one or 


short of the 


Let us examine a translation step-by- 
step as the machine functions in the 
example of the English sentence: Here 
again the number of equations falls 
number of unknowns by 
precisely the number of arbitrary con- 
stants in the general solution of the 
differential system. 

“This sentence,” the report stated, 
“enters the machine’s memory in coded 
form as a number of 338 characters. 
After being fed, this number is spaced 
out into individual word digitals and the 
dictionary is searched for these words. 
For the monovalent words the following 
data develops: 

here—zdes—adverb. 

again—opyat—adverb. 


number — chislo — noun, neuter, Ist 


complete subsequent operations. An im- 
portant distinction of the Russian syn- 
thesis cireuits from the analysis circuits 
(in this ease English) is that they oper- 
ate on the word and its symbols and, 
during synthesis, neighboring words can 
be disregarded. 


declension, hard base. 
equation—wravneniye, 

Ist declension, soft base. 
unknown — neizvestnaya 

clined as adjective, feminine, 
precisely—tochno—adverb. 


noun, neuter, 


noun, de- 
hard base. 





The ROL-RACK 


with FIVE FEET of Shelf Space! 


A few of the thousands of users of the 
ROL-RACK 


Abbott Laboratories 
Bethlehem Steel Co. Champion Spark Plug Co. 
States of Alabama, Delaware, Kentucky, 
Ohio, Oregon 
Conn. Mutual Life Esso Standard Oil 
Fairchild General Motors 
ye ee ‘wages * bee oy 
Insurance Co. of N. A. City Bar Asso. 
Telephone Companies lle I. Corp. 
United Aircraft U. S. Govt. 
Universities of Arkansas, California, Tulane, 
Rutgers, Tennessee 


Sturdy and Durable 

Made of choice selected 1/4” hardwood. Slop- 
ing shelves angled for title reading, doweled 
and bolted to insure durability. Side-riveted 
swivel casters by Bassick with resilient rub- 
ber tires which roll smoothly with a full load. 


Dimensions: 32" long, 13" deep, 31° high 
14" between shelves 

Satin Walnut Finish or Natural wood Finish. 

Manufactured to sell for $69.50, mass produc- 

tion makes possible this LOW, LOW price of 


$4950 


F.0.B. ‘eg 3 
Stamford, N. 
Weight 49 be” 


CATSKILL CRAFTSMEN, INC.—A Subsidiary of The Grolier Society Inc. 


Publishers of The Book of Knowledge 


2 West 45th St., New York 36, N. Y. Attractive Dealer Franchises Available 











For More Information Circle No. 336 
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arbitrary — proizvolnyy — adjective, 
hard base. 

constant — postoyannaya — noun, de- 
clined as adjective, feminine, hard base. 

general — obschiy adjective, soft 
sibilant. 

solution—resheniye 
declension, soft base. 

system—sistema—noun, feminine, 2nd 
declension, hard base. 

“This data is automatically substi- 
tuted by equivalents in the form of the 
corresponding digitals and symbols of 
the Russian words. Note that the ma- 
chine found the words ‘equation, un- 
known, constant’ only after having dis- 
carded the plural endings of the origi- 
nals; the word ‘fall’ was found after 
discarding the s ending of the third per- 
sonal singular. These operations were 
noted in the equivalents of these words. 
The remaining words were found not to 
be monovalent in translation; 7.e., their 
wanted value had to be found in the 
dictionary supplement. The combination 
‘fall short’ was translated as ‘stanovit- 
sya men’sche’. The steps taken in check- 
ing to determine the values of the words 
‘fall’, ‘short’? are given below on this 
page. 

“Tt was somewhat more complicated 
to determine the values of the remain- 
ing multivalent words. In that part of 
the prepositions circuit for processing 
‘of’, the instruction was given: transla- 
tion into Russian not necessary, takes 
genitive case. For processing ‘by’ this 
same cireuit instructed: translate to 
‘na’, preposition requiring accusative 
case. 


“The words 


base, 
noun, neuter, Ist 


and ‘constant’ 
‘nouns’ circuit, 
developed for 


‘equation’ 
were processed in the 


where symbols were 


plural number, genitive case. For the 

word ‘solution’, the singular number, 

prepositional case. The verb ‘fall’ ac- 

quired the symbols for predicate, pres- 

ent tense, singular number, third person. 

Shown below is part of the English 

‘nouns’ circuit through which the word 

‘equations’ was processed. 

Check to number symbol: NO. 

Check if ending S dropped: YES. 

Produce plural symbol: 

Check if any case symbol prevent: NO. 

Check preceding word for LET: NO. 

Check preceding word for similar conjunction: NO. 

Check given word for presence of ending S: NO. 

Check given word for presence of proper noun 
symbol: NO. 

Check following word for noun: NO. 

ls given word first in the sentence?: NO. 

Check preceding word for preposition: YES. 

Produce in given noun case preposition required 


“The ‘Change of Word Order’ cireuit, 
conforming to rules of Russian sentence 
structure, altered the positions of the 
Russian equivalents for the words ‘by’ 
and ‘precisely’. 

“Tf during analysis of a certain verb 
in the English part, it acquires the past 
or present participle symbol, then the 
‘verbs’ cireuit will discard the verbal 
endings of that word and ascribe to it 
the necessary participial ending, and the 
‘adjectives’ cireuit (participles being 
classed as adjectives) will modify this 
ending according to the gender, case and 
number symbols of the given word’s 
equivalent.” 

Summing up, the Priroda report 
stated that the “entire translation proc 
ess from the moment the English sen 
tence is fed in until the Russian sentence 
is typed out, is automatic, proceeding 
without human intervention of any a 
Experiments have demonstrated that i 
specially designed computers, a nintetinn 
can be translated in a few seconds.” 


Check the following word for into: NO. 


For fall 


Check the following word for short: YES. 


Translation: stanovitsya—2nd conjugation, imperfect aspect, takes instrumental 


case. 


Check the following word for /ine: NO. 


For short 


Check the preceding word for fall, fallen, fell: YES. 


Translation: men'sche—adjective, comparative form, undeclined. 
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Since Gutenberg invented the movable 
type, printing has gone a long way... 
beautiful reproductions are now made 
in this highly developed art. 


science and printing 


Electronics entered the field of stencil 
duplicating and virtually made a printing 
press out of the Rex-Rotary D-280. 


Electro-Rex will electronically cut a stencil 
from any type of graphic matter... 
the moment you need it. 


Combination of the famous fully automatic 
Rex-Rotary D-280 and Electro-Rex 

enables anyone in your office to reproduce 
anything in graphic art...and you 

get your printing faster than ever before. 


Ask for a free demonstration and an 
. Electro-Rex ABC booklet at no charge. 


rediisey DISTRIBUTING CORP. 


387 FOURTH AVENUE 
NEW YORK 16, N, Y. 
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one day's folding production 


with the new Martin-Yale 


UTO FOLDER 


... more than 50,000 pieces! 


YL | 


Bes 
"| 


<4 
! 





with the new automatic 


conveyor-stacker 


And at this 
unmatched 
lowest price! 


only 





plus F.E.T. 











Automatic feed: allows machine to be loaded while running. 
Paper size: 9%” x 15%" to 2%" x 4”. 


All-electric: quiet operating AC motor—belt driven, no gears 
to wear out. 


Fully guaranteed: designed and built by the makers of the 
sensational Auto-folder that revolutionized office folding. 


Beautifully finished: gray hammerloid, set off by glistening 
chrome. 


See your office equipment dealer or stationer, or write today for 
complete details, and name of nearest dealer. 


Dealers, distributors—some territories still open for representa- 
tion. 


MARTIN-YALE, Inc. BS 
2100 W. Fulton St., Chicago 12, Illinois 








For More Information Circle No. 323 
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It must be 
oOmptometer 


if you want the 


World's Fastest, Most Accurate, 
Lowest-Cost Figuring 


E eric 


It's easy to prove for yourself that one machine is better than 
another—/F your comparison includes all the factors 


Start with the fact that 90 per cent of business figuring is 
addition and multiplication in bulk work such as payroll and 
billing. Here Comptometer's dazzling speed and first-time- 
accuracy are famous. 


Do not be misled in your ideal of “reaching a machine's top 
production”. The maximum inbuilt “Direct Action” speed of 
the Comptometer is almost unreachable. A novice operator 
may soon reach the top productivity of other machines. But 
with a Comptometer she quickly equals that speed and ever 
after she and her Comptometer continue to outproduce them 


{ oOmptometer — BETTER PRODUCTS 


a 


COMPTOMETER COMMANDER-Error- 
free dictation...Lifetime recording 
belt saves more than machine costs. 
Try it FREE—use coupon. 





COMPTOMETER COMPTOGRAPH 
“202''—No lost hand-motton! More 
fine features than any other 10-key 
machine, Try it FREE—use Coupon. 


Thus, as weeks pass, you get MORE and BETTER work, at 
MUCH LESS COST, with Comptometer—and the long-run cost 
is what you will pay no matter what machine you use. 


Remember that operator training is no great problem with 
Comptometer. With continuing on-the-job use, your own 
employees soon reach proficiency with this fastest of all 
calculators. And your figures flow faster and faster as in- 
creasing familiarity comes with each day's work. 


It comes to this: It’s the overall cost per calculation that 
counts, and when all factors are included, your choice has to 
be Comptometer for the world's fastest, most accurate, 
lowest-cost figure-work. Let us prove this in your office, FREE! 


pa ae — | eae 2 oe -- 1) 9 5) 


FELT & TARRANT MFG. CoO. 
1724 N. Paulina St., Chicago 22, Ill. 
In Can.: Canadian Comptometer, Ltd. 
501 Yonge St., Toronto 5, Canada 
Arrange FREE office trial for me on 
Send me literature on 
COMPTOMETER Adding-Calculating Machine 
Comptometer COMMANDER 


Name 
Firm 
Address 


City Zone___ State 


I 
| 
i 
I 
l 
| 
Comptometer COMPTOGRAPH "202" | 
| 
| 
| 
I 
1 


For More Information Circle No. 308 
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New Products 


SPIRIT DUPLICATORS 
Ditto, Ine., N. McCormick, Chi 
cago 45, Ill., makes the Ditto D-70 series 
of Direct 
Machines. 


6816 


(liquid 
New 
Knapp, nationally 


Process Duplicating 
Palma 
industrial 
designers, give the D-70 series new clean 
that 
and smooth performance. 


styling by 
recognized 
lines and a sweep bespeaks speed 
Attractive col- 
that 
Machines are 


them an 
fine 
available in 


ors give appearance 


matches office decor, 
sand 
gray and brown. 
consists of the 9 D-70 


drum and the 18 


sand gray, gray and 
The 


with a 9” 
18” drum. 


green, and sand 
series 


D-70 with an 


Both 


and 


machines aré electrically 


such 


operated 
full 
ream feed, positive registration control, 
four types of 


meet all 


feature improvements as 


feed on one machine to 
systems and general duplicat 
ing requirements, selective liquid distri- 
bution, and two-position self-stacking re 
ceiving tray. For More Information 


Circle No. 173. 
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HOT BEVERAGE DISPENSER 
1504 Lehigh 
‘announces that a 
heater, tap 


model 


Lehigh, Ince., Drive, 


Kaston, Pa.., self-eon 


tained hot water and drain 
Take- 
The 


chine, which dispenses self-service pack- 
ets of Nescafe Instant Coffee, EverReady 


are features of the latest 


a-Break Beverage Dispenser. ma- 


and Nestle bouillon, is designed to 


be used next to watercoolers that do not 


provide hot water. It reduces coffee- 
break travel time by bringing the coffee 
break as 
stallation is simple: a 
the 


Dispenser. 


close as the watercooler. In- 
water line is run 
lireetly from 


cooler to the Take-a 


Break Heating coils in the 
water up to propel 
temperature for mixing hot drinks. When 
an employee wants a cup of coffee, he 
into the machine. 


\ packet of Nescafe is dispensed in a 


machine bring the 


merely drops a coin 


3-in-1 aluminum foil envelope with sep- 


arate sections for instant 


and 


Nes 


stirrer are 


coffee, 


ereme and sugar. Cup 
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included. 
water 
mixes his 


Employee then draws _ hot 
the Take-a-Break 
drink to individual taste 
black or white, strong or weak, with or 
without sugar. Hot chocolate and 
bouillon are similarly made to taste. The 
attractive and compact Take-a-Break is 
only 13” wide to make it acceptable in 
locations where bulkier would 
Machines come in ecol- 
ors to match standard watercoolers. The 
self-contained unit, like other Take-a- 
Break models, is expected to control the 
coffee break in offices, plants and depart 
ments employing 10 or 


from tap and 


machines 
be inappropriate. 


workers. 
Machines are installed and serviced by 


more 


Take-a-Break vendors in all 
For More Infor- 


experienced 
parts of the country. 
mation Circle No. 130. 


LETTERHEAD PORTFOLIO 


Hamilton Miquon, Pa., 
offers a style portfolio of letterheads and 


Paper Co., 


forms to demonstrate how well designed, 
effective letterheads should be 
nated with other forms such 


coordi- 


as invoices, 


bulletins, inter-office forms, ete. How to 
design a letterhead which expresses the 
character of a and how to 
achieve exceptional results with common 
type faces and simple artwork, is also 


For the portfolio, Circle 


business, 


covered, free 


No. 146. 
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ADDING MACHINES 
Calculating Machine’ Co., 
J., makes a newly designed 


Monroe 
Orange, N. 
series of 10-key adding machines in the 
600 line. Modernized styling and new 
color harmony make the machines eye- 
pleasing in the office. Engineered for 
speed and accuracy, the machines’ fea 
ture Monroe’s open keyboard for faster 


MONROE 


entry of figures, Velvet Touch action for 
easier operation, and interlocks to pre 
vent errors. Built with extra capacity, 
the 600 lists 11 totals 12, 
which makes it useful and practical for 
ordinary multiplication. The 
available in both electric and 
and in an electric-hand 
For More Information Circle No. 


machine and 
machine is 

hand 
model. 


112. 


models, 


PUNCHED CARD 
ACCOUNTING MACHINE 
International Business Machines Corp., 
590 Madison Ave., New York 22, N. Y., 
announces the IBM 408 Accounting Ma 
with a_ tape-controlled 
which automatically feeds, positions and 


chine carriage 


continuous 
forms at a speed of 150 lines a 


prints punched cards and 


minute. 
The new carriage enables the production 
of IBM punched card or 


posteard tax 
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bills, premium notices, 
ets and similar documents faster. 


For More Information Circle No. 158. 


checks, job tick 


50¢ / 


MEMO ORGANIZER 


Goodyear Printing & Stationery Co., 
122 East 42nd St., New York 17, N. Y., 
makes the Expaditer memo organizer 
which 
tings in view 
until 


keeps all memos, notes and jot 
in one place on the desk 
processed. It 
memos and forgetting, systematizes fol 
low-through, saves time and frees desk 


from clutter. 


losing 


prevents 


A top grain leather cover, 


tooled 
Executive 
die-cut 


in saddle brown or forest 
in 24-kt. 
Expaditer writing 
sheets in handy split-apart sections, per- 
forated at top. The back inside 
holds extra notes. The Executive Ex- 
paditer is 5144” x 10%”, boxed with three 
extra refills (a normal 
costs $12.50. Refills, which 
by themselves for general office use, are 
$8.10 a 


green, 
gold, contains the 
unit of 400 


cover 


year’s supply), 


may be used 
doz. Quantity discounts on all 


items. Order from above address. 


LETTERHEAD SAMPLE KIT 
Mead Corp., 118 W. First St., Dayton 
2, Ohio, offers a Demonstration Portfolio 
to promote the printability and fine 
qualities of their complete line of Mead- 
Moistrite Business Papers, and illustrate 


typical jobs for which each grade is par- 


ticularly well fitted. Kit includes samples 


of letterheads, catalog sheet, inter-office 
Moistrite 
form 


memo and sales letter on 30nd; 
and 
cover on Moistrite Mimeo; purchase or 


der form, 


a menu, news release program 


announcement and _ specifica 


162 


Moistrite 


statement, 


tion sheet on Duplicator; a 


monthly service agreement 
form and promotional mailing on Moist- 
rite Ledger. The attractively designed 


portfolio cover was printed four colors 


by offset 


wright 


Mead-Wheel 
Potomac Cover in white antique 


lithography on 


finish. For a copy of this comprehensive 


demonstration portfolio, Circle No. 113, 


ROTARY VISIBLE BOOK FILE 
Aeme Visible 


Va., has developed a rotary 
table for Acme visible card record books. 


Reeords, Ine., Crozet, 


motorized 


— 


This has six working positions and any 
control the 
motor action to bring any one of 75 ecard 


one of the six workers can 
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record books to her seated working posi 
tion. This enables clerk to refer 
to any one of 15,000 visibly filed reeord 
ecards without 


each 


leaving her work station. 
Kach elerk has ample working space for 
For More 


posting and reference work. 
Information Circle No. 145. 


HIGHER PARTITIONS 
Arnot-Jamestown Division, Aetna Steel 
Products Corp., Jamestown, N. Y., an 
nounces the addition to its 
Other 


line of 86” 
high Partition-ettes. 
30”. 54” 68”. The 
steel and wood, as are all 
widths of Arnot 
ettes. The basic panel remains standard, 


heights are 
and 86”-line is 
both 


and 


avail 
able in 
heights Partition 
the additional height being achieved by 


the use of 86” posts, special retaining 
channels and upper panels with 14” head 
ers. Headers can be steel, wood or acous 
tical The 86” Partition-ettes 


are particularly desirable for supervisory 


material. 


employees desiring extra privacy. Custom 
Arnot 


colers of furniture 
steel are included in 86” Par- 
tition-ettes, In line, Arnot 
makes various assymetrical-shaped desk 


including 


executive 
suites in 
its executive 
tops, modified with 
triple-leg units. Arnot 
components are also available 
in steel and wood, as are all Arnot fur- 
niture components. Steel executive tops 
feature Arnot Rollsedge, extruded vinyl 
stripping for edge binding. For More In- 
formation Circle No, 121. 


L-shapes 
their twin- or 
executive 
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ELECTRIC TYPEWRITER 
& TAPE PUNCH 
International Standard Trading Corp., 
22 Thames St., New York 6, N. Y., an 
Perfomat 
fully typewriter 
five-channel tape punch. All 
sages written on the typewriter may be 


nounees the Perfowriter, a 


combination electric 
and mes 


simultaneously punched on tape, or the 


punch ean be 


off and the unit 
used as a normal electric typewriter. The 


switched 


punched tape it produces can be used for 
telegraph transmission or to operate tape 
actuated 


svstems. 


office machines in automation 
Tape is fed automatically and 
machine stores enough tape for 100,000 
hours of con 
Paper 
chad drops into a transparent receptacle. 
Corrections in the 


characters or about four 


tinuous typing and perforating. 


tape are made by 
using the backspacer; the tape is auto- 
matically reperforated and the error can- 





celled. 


writer 


Machine 
keyboard 

Each 

repeater 


standard type 
with 46 keys and 92 
character can be 
Other 
tures include key-operated tabulator al- 


has 
characters. pro- 


vided with action. fea- 


lowing single and full tabulator release, 
adjustable typing impact and adjustable 
key pressure, two-color ribbon and sten- 
line- 
ete. 
describes 


cil eutting position, five different 
interchangeable 
An illustrated booklet 
this machine and its 
Circle No. 103. 


spacings, platen, 
fully 
For a 


uses, copy, 


ADJUSTABLE STEEL SHELVING 


Republic Steel Corp., Berger Div., Can- 
ton 5, Ohio, announces that only a screw 
driver and a few seconds are needed to 
install or shift their Clip-Type Convert 
ible Instead 


uprights conventional 


Shelving. of fastening to 


with nuts and 


bolts, Berger’s shelving is supported by 
clips and studs. A keyhole slot in the 
clip slips over the threads of the screw- 
type stud. It is locked securely to the 
upright with a half turn of the stud. The 
lower extrusion on the clip fits into a 
hole in the upright to prevent rotation 
of the clip and add to its weight carry- 
ing capacity. Each shelf is supported 
by four clips which can be used at ex- 
treme end uprights and at intermediate 
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uprights. Clips also may be installed for 
shelves on the different levels. 


finished in clear 


same or 


Clips, and studs are 


bright cadmium for resistance to 
For More Information Circle No. 


rust. 


109. 


PENCIL-COPYING CHART 
Pencil Dixon Cru 
cible Co., 167 Wayne St., Jersey City 3, 
N. J., offers a show 
ing which pencils reproduce on different 
duplicating machines. This is the result 


Sales Div., Joseph 


free reference chart 


of a study of the effectiveness of various 
grades, colors and types of pencils used 
with the 
duetion processes, All pencils used in the 


in conjunction various repro- 


OXON REFERENCE SHEET 
RECOMMENDED? PENCILS FOR COPYING MACHINE USE 


fa ewnentes 


ye oe we o coe 
Fer FREE Samples of amy a! Pese pone ts or mbdit ane! copias of they otprance sheet apecrh numbers Gosirer 


“Oe 
THE JOSEPH OLXOM CRUCIBLE COaPanY 
Dopiie: Orm 


Dope b Menmowt be dereny Coy 8D 


experimental researching were tested 


under controlled conditions. Nine types 


of copying and duplicating machines, 


manufactured by leading companies wer 
used in the experiments which included 


diazo, Thermo-Fax, contact photocopy, 
projected photocopy, facsimile, xerogra 
phy, offset and spirit duplicating proc 
esses. The chart, in table-form, specifies 
the precise pencil to be used with the 
machines for most effective re 
sults. For a free chart, Circle No, 143, 


various 
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SALES CONTROL BOARD 

Visi-o-graph Co., 1042 Kapahulu Ave., 
Honolulu, Hawaii, the Progress 
Chart of Distinction, in 15 and 32 column 
sizes. Its purpose is to visibly present 
daily progress of a sales staff, and it can 
be interpreted at a glance. Chart also 
denotes quotas and previous sales peaks. 


makes 


Rx 


Each record is kept in three columns, 
with a set of three different colored rib- 
bons. The first column may represent a 
salesman’s highest 
ployment with a 


his month’s 


since his 
the 
third, his 
The chart 
area is of white plastic. It is 


sales 


em- 
company; second, 
and the 


sales to date for the month. 


quota; 


enclosed 
in a sturdy wooden frame with a hinged 
and slotted door into which glass may be 
fitted. The chart can be made further 
tamperproof by padlocking it. For More 
Information Circle 158. 


MOTORIZED FILE 


Diebold, Ine., 910 Mulberry Road, 
S. E., Canton 2, Ohio, makes the Super 
Model 63 Elevator File which offers 
greater economy and efficiency in filing 
large volumes of records. When de- 
pressed, the latch-type button auto- 
matically holds contact until the desired 
record tray reaches the correct working 
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position. There is no waiting for it 
to go through the complete cycle because 
the file makes direct delivery of records. 
Diebold’s Priority Pilot brings records 
by the _ shortest fastest possible 
route, automatically at the 
convenient working position. No 
record is more than an average of 3 sec 


and 
stopping 


most 


onds away from the operator’s fingertips. 
The Super Elevator File accommodates 
a wide range of 
ample, it 


For ex- 
200,000 5” x 3” 
records, requiring less than 23 sq. ft. of 
floorspace. 


record sizes. 


houses over 
No transcription of present 
records is required. The 13” deep trays 
offer the operator a short reach so that 
records anywhere in the file are easily 
accessible without stretching. Trays are 
lightweight, portable and completely in- 
terchangeable. They can be lifted out 
of the file easily and re-arranged as de- 
sired. All mechanical 


operations are 


well guarded by multiple safety devices, 


Should the operator accidentally activate 
the machine while checking records, the 
slightest pressure on the full-width 
Guard Panel cuts off all power, stopping 
the file instantly. For convenience of 
operators, a private locker is built into 
one pedestal. Easily removable access 
panels permit quick recovery of pens or 
pencils dropped inside the cabinet. When 
advisable in anticipation of power fail- 
ure, provisions can be made for manual 
operation. An easily positioned, key- 
locked hood keeps records free of dust 
and unauthorized access. For fast refer- 
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ences from a standing position, the new 
model has a hand switch at top of cabinet 
to permit trays to be stopped in any posi 
tion, 


25% inerease 


Greater operator convenience plus 
in capacity promise more 
than the savings of up to 50% in time 
and space costs reported by users of the 
preceding model. For More Information 


Circle No. 115. 


PLASTIC BINDING 
Cummins-Chicago Corp., 4740 N. Ra 
Chicago 40, Ill., offers an 
inexpensive, durable plastic binding for 
use with office 
popular 9/16” 
fits most 


venswood Ave., 
binding machines, On 
centers, the binding 
machines but 


ring 
is designed pri 
marily for Cummins portable Semi-Auto 
matic Speed Binder. The binding is engi 
neered for superior strength to give years 
of service and allows bound material to 


open flat and stay flat. Ring diameters 


vary from 3/16”, 
mately 35 sheets of average weight paper, 


which holds approxi- 


to 11%” 
Cummins 


for approximately 250 sheets. 
vinylite plastic 
vides an ideal surface for the stamping 
of firm names, titles, trademarks or other 
copy on the backbone for identification 
or reference. Stamping can be in 
to harmonize or 


binding pro- 


eolors 
with the ten 


990” 


ylastic colors. Bindings are 22 
I g 


contrast 
long and 
can be cut to suit any length material to 
be bound. their sturdy con 
struction the bindings can be used over 


3Jecause of 


and over again. A special narrow-back 
binding is material that 
requires back-to-back opening. For More 
Information Circle No. 140. 


available for 
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FOLDING MACHINE 
Martin-Yale Co., 2100 W. Fulton St., 
Chicago 12, Ill., has introduced the im 


proved Model CV Premier Auto-Folder 
conveyol 


with an automatie electric 


stacker, Priced at $149.95, this machine 


has a heavy continuous duty motor for 


AC only, 


214” x 4” 


and handles paper in sizes fron 
to 914” x 15”. Its rated capa 


city is 15,000 pieces an hour, depending 
on size of paper to be folded. The quietly 
driven by a 


operating mechanism is 


trouble-free Gilmer timing belt drive with 
no gears. This is said to eliminate fric 
Machine 
can make the seven most commonly used 
folds, 


tion and reduce maintenance. 


and changes in folding proportions 
are quickly accomplished by two simple 
controls. It has a permanent folding chart 
with complete instructions. Operator can 
load it while it 
papers. Fully 


is in operation folding 


warranted and finished in 


hammerloid enamel with 
trim, the Auto-Folder CV occu 
limited space. For More In- 
formation Circle No. 151. 


durable gray 
chrome 


pies desk 


SEATING METER 

Seating Institute, 412 
St., Reading, Pa., has 
Seat-O-Meter 


vidual 


Laure! 
developed thi 


Correct 
which measures an ind 


user’s requirements for postur 
chairs and other types of seating equij 
ment. When a 


O-Meter, a chart or tuberograph is mad 


person sits in the Seat 


of the person’s body contour. This in 
chair for either work 
The Seat-O-Meter op 


dieates the proper 


ing or lounging. 
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erates hydraulically by 


weight a 


measuring the 
person imposes on the chait 
with tuberosities. 


The institute will cooperate with office 


his back, thighs and 


executives, chair manufacturers and deal 


ers in the and choice of 
scientific seating equipment for workers. 


For a_ booklet this 
Circle No. 117. 


development 


describing program, 


SCALE-DRAFTER 
Alvin & Co., Windsor, Conn., offers the 
Adjustable Seale-Drafter which is 


of durable acrylic plastic for use with a 


made 


f 


['-square or straight edge. Two beveled 


flat seales are securely attached to a 


wivel quadrant. The quadrant rotates 
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on a base form with protractor gradu 
ated on shaped oval guide. 
10° to 90°, its accurately engraved cen 
ter line and markings permit exact ver 


nier Dependable 


Graduated 


settings. clamping 


screws lock in any desired setting. 


Easily assembled, the individually boxed 
Seale-Drafter is 


boxwood, 


supplied with 
white-edge, two bevel 
Can be ordered in 6” or 12” lengths with 
two architect’s seales, 
"to \%” to foot, and 44” to 1” to foot; 
engineer’s scales, 1/10 of foot 
and 1/50 of mechanical 
draftsman’s 


genuine 

scales. 
scales as follows: 
inches to 


foot: 
size 


inches to 
scales, %4 readings to 
32nds, and full size reading to 16ths; or 
50ths and 32nds of inches. 


For 


Economically 
priced. More Information Circle 


No. 144. 


SHORTHAND NOTEBOOK 


National Blank Book Co., Holvoke, 
Mass., the 500 Shorthand Note 
book which has printed, on its four cov 


makes 


ers, the proper spelling and hyphenation 


ee eee ee 
BPOUeEoeeeeebeuueeeuds 


A 
absence 
a TSS accam-mo.date 
VS - 


“S00” 


NOTEBOOK 


500 WORDS 


FREQUENTLY MISSPELLED IN 

appointment 
appraise! 
appre.ci.able 


THE BUSINESS OFFICE 


assump. ton 
authorize 
avail able 


bank ruptcy 





bus news man 


of the 500 words frequently mispelled in 


the office. 


stenographers 


time of 
their ae 
curacy, the notebook also provides wider 


Designed to save 


and increase 
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spacing than customary, to make correc 
There are 2% 
lines to the inch for faster note taking. 
According to the manufacturer, the 
paper surface is de 
for quick-glide the 
cool, green color helps prevent eyestrain 
and fatigue that causes errors. The 500 
Notebook is available at National Blank 
Book Stationers everywhere. For More 
Information Circle No. 111. 


BALL PEN SETS 


Flo-Ball Pen Corp., 455 Douglas Ave., 
Holland, Mich., makes Jewell Finish ball 


point pens, especially designed for banks, 


tions and changes easier. 


smooth By e-Ease 


signed 


writing and 


insurance companies, loan offices, travel 


agencies and shops with customer service 
solid blocks 


two 


counters. Bases are made of 


aluminum in styles, 


of gleaming 


finished in gold or silver tone, anodized 


Sets have 
with 
trends. 


for permanent luster. eye ap 


peal perfectly in keeping fune 


tional, modern design Pens are 


. 
. 


PREORD ODED ROEDERER ELE 


pe ae 


precision Flo-Ball writing instruments 
featuring long lasting Mag-Ink cartrid 
finished 


was 


This 
offer 


blots. 


and precision ballpoint. 


combination developed to 
without skips, 
transferring. The rugged, 
featherweight barrel has wide acceptance 
in banks where they receive hardest use. 


smooth writing 


smears or 


Units occupy only four square inches of 
counter furnished with 
matching gold or silver chain, and self 
adhesive material on base, to hold them 
permanently in place on any smooth sur- 
For More Information Circle No. 


space, and are 


face. 


114. 
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PAYROLL TAX COMPUTER 
Ayres Corp., Box 1081, Wilmington, 
Calif., makes the Ayres Calculer-D pay 
roll tax 
proved, accurate payroll tax deductions 


computer with Government ap 


for any pay period, wage payment and 
The 1957 F.LC.A. 
withholding ta 


number of dependents. 


rates and the Federal 


deductions are quickly read on one line 
through a self-adjusting, eye-level read- 
Drums are interchangeable 
Should Federal 
tax rates change, new drum-charts may 


be quickly affixed. 


ing window. 
for varying pay periods. 


Only 9” long and 4” 
high, the computer weighs just 16 
Sold on a 30-day trial; $15.70. 
More Information Circle No, 125. 


PAPER ROLLS 
Rittenhouse Paper Co., 6405 8S. Went 
worth Ave., Chicago 21, Ill, is using its 


OZS, 


For 


Zip-Open release, which saves paper and 


eliminates the 
entire line of 
cash registers and office machines. 


need for cutting, on its 
Certified paper rolls for 
The 
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REX-ROTARY M4 


Mimeograph 


is always clean, can never teak. Works 
like a printing press, produces printing 
press quality—yet selis at half the price of 
other electric mimeographs. 


M-4 Electric $295. +FET 


M-4 Hand $220. +FET 


\ 
3-Minute Color Change 
i } Printing Ares” 8" x 1a" 


Automatic Counter\ 


ne Printing Press wy 


ao ge ~slscite a and Hand Operated 


Guaranteed 1 Year. 


& 
a 


BOHN DUPLICATOR CORPORATION (444 4th Ave., New York 16, N. Y. 
Please send complete information on the revolutionary new BDC Rex-Rotary M-4 


Name Company. 











Address City 





For More Information Circle No. 190 
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a new concept in dictation! 


say it with 


STHENOCORD 


... 4 simple, portable, precision instrument 
omen 


once 


SAY IT OFTEN <> 


STENOCORD’S revolutionary MAGNETIC BELT is re-usable... 
can be used for thousands of dictations. Wipes clean in a wink, 
ready for re-use. Mail personalized MAGNETIC BELT 
messages in an ordinary envelope. Easy to file. 


SAY IT SIMPLY \G=I= 


STENOCORD is simple to operate. Controls for recording and playback 
are on one machine. Sensitive high fidelity mike has controls for start 
and stop...mike can be used for conferences and as a loudspeaker. 
Review Selector makes it easy to find or erase any desired spot. 


bd 
cS fs ced 
SAY IT ANYWHERE / 7 
STENOCORD weighs only 9% Ibs. Size: 9x 11x 3%”. Especially 
designed for rugged office use. Available with handsome leather 
travelling case with compartment for earphone and foot-pedal 


accessories. Take STENOCORD home with you, take it on tr ps, plug it 
into the dash on a car, use it in a plane, take it on calls. 


SAY IT ECONOMICALLY 


STENOCORD is precision manufactured 
by master-craftsmen. Still it costs much 
less than any other MAGNETIC BELT 
or professional office dictating machine. 
You can now equip all key personnel. 


FRANCHISED DEALERSHIPS 
ARE NOW OPEN. 


For additional information, 
write to: 
Pacific Instruments Corporation 
336 South La Brea Avenue, 
Los Angeles 36, California 


STENOCORD $240 PLUS FET 
REDICTA TRANSCRIBER $195 -. 


For More Information Circle No. 194 
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Zip-Open release eliminates the necessity 
of using a knife or fingernail to cut 
through the paper roll to get a starting 
end. There is no waste of several turns 
of paper due to too deep a cut being 
made. An easy pull on a convenient tab 
the roll 
threading into the machine. This handy, 
fast method of starting paper rolls was 


immediately opens ready for 


made possible through the development 


of a special adhesive by Rittenhotse. 
Paper rolls with Zip-Open 
available for immediate shipment, in all 


sizes and colors, 


release are 


for cash registers, add 
ing machines and other machines of all 
makes. 
tional 


For a free sample roll and addi 
information, Circle No. 107. 


VACUUM CLEANER 

Kent Co., 852 Canal St., Rome, N. Y., 
Model 65 Turbo-Vae, a full 
time vacuum and blower with large tank 
capacity of 1-1/3 bushels or 9 gals. Tank 
heavy gauge steel, Plastisol lined 
Like other 
machine is 


makes the 


is of 
to prevent 
Vae 


rusting. Turbo- 


models, this equipped 


with a 1-hp. by-pass motor housed in a 
removable head. This permits combin- 
ing the head with the Kent Drum-Seal 
for use in boiler cleaning operations. By- 
pass motor is cooled by a separate cur- 
rent of air, and is protected against dust, 
dirt and water. Four ball-bearing swivel 
casters give free-wheeling operation. Al 
though relatively low in cost, this ma 
chine incorporates Kent’s high engineer 
ing and quality features, and will handle 


all maintenance cleaning 


operations 
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walls, wet or dry 
cleanouts. For 
118. 


from rugs, 
floors, to tough boiler 
More Information Circle No. 


SMALL BRIEF CASE 
Stebeco, Dept. E-2, 1401 Jackson 
Ill., makes the Utility 
x 101%" x 4”, it 
is roomy enough to carry a portable dic 


earpets, 


Blvd., 
Chicago 7, srief 
Case. Measuring only 16’ 
tating machine or sales literature, cata 
logs and samples for the salesman. An 
outside zipper pocket is convenient for 


holding price lists and other papers that 
are referred to frequently. Two patented 
Tuck-Tite brass catch locks hold the case 
securely closed, yet open at a touch. The 
molded, one-piece patented edge is guar 
anteed against breaking and 
case in perfect condition. This 
made of Tufide, a Stebco product that 
looks and feels like leather, yet 
to outwear leather five to one. Tufide re 
sists scuffing and abrasion, will not crack, 
chip or peel and is easy to with 
soap and water. The utility Case 
and all Tufide cases are unconditionally 
guaranteed five years. The Utility Brief 
Case sells for about $13, in British 
brown, London tan, black, blue. 
Many other Tufide business 
cases are 
Tufide made to meet specific 
needs. For More Information Circle No. 
162. 


keeps the 


case is 


is said 


clean 
3rief 


and 
and sales 


available. Custom designed 


eases are 





AUTOMATIC COLLATOR 

Collamatic Corp., 109-3 State Highway 
23, Wayne, N. J that a 
completely new stacking unit is now 
available for the Golden Automatic Col- 
lator. The unit either offset 
(eriss-cross) stacking or pile stacking by 
simple movement 6f a 


.. announces 


features 


switch. 
Machine requires no breaking apart or 
rearrangement of equipment to perform 
either function. The unit incorporates 
an accuracy micrometer that will guar- 
antee stacking of only perfect sets. Sets 
with too 


toggle 


few or too many pages cause 


the machine to shut off 
while the set is removed. A completely 
enclosed protects the 
operator while machine is in operation. 
Compactness of the unit floor- 
space. Maximum area used is approxi- 
mately 2% ft. x 20”. Offset stacking is 
actuated only when sets are fed into the 
conveyor. If a set is rejected, the oscil- 
lation is skipped to assure accurate off- 
setting of each set without miss. The 
Golden Automatic stacker may be pur- 
chased after the initial equipment and 
attached. Those who have purchased 
Golden Automatics without the auto- 
matic stacker may add the unit at any 
later date. The Golden Automatic Col- 


momentarily 
conveyor system 


saves 


lator complete with stacking unit has all 
operations controlled from a master con- 
trol panel, 
offset or 

staple or 


The operator may select to 
pile stack this panel; 
not Sets are auto- 
matically counted. machine 


from 
staple. 
The 


requires no installation. 


entire 
It is completely 
self-container, on casters and need not 
be bolted down. For More Information 


Circle No. 133. 


COFFEE URNS 
S. Blickman, Inc., 534 Gregory Ave., 
Weehawken, N. J., makes 
urns for groups to quickly pre- 
pare professional quality coffee, instant 
coffee, tea or chocolate. These urns, 
which are adequate to serve 50 people, 
feature all-welded stainless 
struction that eliminates 


small coffee 


small 


steel con- 


leaks due to 








soldering, reduces cleaning by eliminat- 
ing squared inner surfaces and con- 
tributes to permanent, clean polished ap- 
pearance. Unbreakable one-piece, cor- 
rosion-resistant stainless steel liners have 
sloped bottom draw-offs for sanitary, 
full-draining service. Heavy duty stain- 
less steel non-drip faucets are supplied 
on all models. Sealweld Junior urns are 
supplied with bag and ring. Tri-Saver 
Junior urns have a permanent filter that 
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New All-Electric machine copies 
ledger-size reports in 6 seconds 


New THERMO-FAX “Fourteen” Copying Ma- 
chine speeds your office paperwork with copies 
made in 6 seconds. You copy ledger-size reports, 
legal documents or tax forms as well as routine 
office work by electricity alone... there are no 
chemicals or negatives. Copies cost as little as 5¢ 
each. Send the coupon below for full details today. 


thermo -Fax 


COPYING MACHINES 


The terms THERMO-FAX and FOURTEEN are trademarks of Minnesota Mining & Mfg. Co., St. Paul 6, 
Minn. General Export: 99 Park Ave., New York 16, N.Y. In Canada: P. 0. Box 757, London, Ontario. 


Minnesota Mining & Manufacturing Company, Dept. ES-37, St. Paul 6, Minn. 


Send details on the time and money-saving THERMO-FAX “Fourteen” 
Copying Machine. 


Name 





Company 
Address 
City Zone State 


Le ee 











For More Information Circle No. 346 
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eliminates need for bags or filter paper. display holds 14 refills (the Fisher 
Both types come with three or five gal- Dozen) for handy self-service. The dis 
lon coffee and five or eight gallon water play is printed in black, white and gold 
capacities. Electrically heated, UL ap 

proved urns are supplied for single and 

three phase 110-volt or 220-volt AC with 

2000-2500 watt ratings. They are 

equipped with on/off switch, thermostat 

control and indicating lights. Gas heated, 

AGA approved urns are made for nat 

ural, bottled or manufactured gas with 

correct burner setting for each type of 

fuel. For More Information Circle No. 

136. 


BALLPEN REFILL 

Fisher Pen Co., Dept. OPC, Forest 
Park, Ill., makes a different and im- 
proved Ballpen Refill for easier use. It 
will fit some 65% of all ballpens as is, 
without any alterations whatsoever. 
Simple instructions are diagrammed on 
the package for application to all other kal 
pens. The individual package is now and will stand on counter or shelf, hang 
gold-foil with a transparent plastic from a nail or hook or adhere (with its 


bubble to display the refill. A compact pressure adhesive backing) to cash reg- 


@ Chronologically records actual on-and- 
off time by duration. 
@ Gives absolute time-study data per operation. 
@ Establishes true cost accounting. 
@ Permits supervision of parts replace- 
ment, repairs, maintenance. 
@ Gives total operating time of machine, 
feed or belt-line. 
@ Allows ability to anticipate equipment servicing. 


TIME RECORDER + TOTALIZER 


TR+T records on continuous 4-month tape. Uses no 
ink. No maintenance. Thousands in use in large and 
small plants. 

Now get complete, accurate, documented production 
data on any machine, process, operation. Eliminates 
costly, inaccurate spotchecks, time studies. 


STANDARD INSTRUMENT CORP. 657 sroapway 
Division of HEAT-TIMER CORPORATION. New York 12, N.Y. STRUM. 


Write for 
Brochure “7 43?? 


For More Information Circle No. 339 
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INSTANT 
REFERENCE 


with 
ACME 
FLEXOLINE 


Year after year more businesses are 
buying ACME FLEXOLINE to save 
reference time on hundreds of different 
kinds of records, ' 


Listings are typed on scored FLEXOLINE 
sheets, separated in strips and filed just 
where they belong. New strips are 
quickly inserted . . . obsolete strips 
removed . .. the list is always up to date. 


FLEXOLINE record equipment provides 
for a few hundréd, or hundreds of thou- 
sands of individual records. Let the 
Acme man show you how FLEXOLINE 
can serve you. . . or mail coupon for 
illustrated literature. 


District Offices and Representatives 
in all Principal Cities 
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TELEPHONE SWITCHBOARD 











$s 


CREDIT AUTHORIZATION 








~ ADDRESS WaME AUTHORIZED  Liwr 
es St vis. Mr iss 


~ Segers Jowaph ur 2] 








PRICE RECORD 


















































BADGE NUMBERS 





NAME pert 
Sianer. Berney 7 soe. | 
Barber, Wa © 1 1 


























WW SENIORITY LISTINGS 
NAME 
| Mach 











BIN LOCATIONS 


AISLE | S&CTION | BIN 
ee i i. 
A 8 3 be = 
































ACME VISIBLE RECORDS, Inc., Crozet, Virginia * 


(] We are interested in Acme Visible Equipment for records 
quip 


(_] Hove representative call. Date ‘. Time 


(_] Send us more information and literature on FLEXOLINE 
Company a ‘ Attention 


Address___ 


a 


For More Information Circle No. 





CUT COSTS! 


GET MORE OUT OF YOUR 


PRESENT DUPLICATING EQUIPMENT 


Stenalax 


makes MASTERS electronically 
This 1 machine does 3 office jobs 


it prepares — 

offset paper plates 
makes — 

single positive dry copies — 
and in addition cuts — 


mimeograph stencils 


Exact facsimiles of letters, legal papers, office 
forms, maps, etc. are made simply and rapidly 
by Stenafax. Only seconds required to load and 
unload, plus a split second to... 


TIMES FACSIMILE CORPORATION 


STENAFAX DIVISION, Dept. O 3 
540 West 58th Street, N. Y. 19 machine operates and shuts off auto- 


Please send STENAFAX brochure to matically. The entire operation is on 
the one machine, with no additional 
paraphernalia — no darkroom fixing, 
water, trays, etc., are necessary. It is 
electronic, fast, clean, accurate. 





push a button. The opera- 
tor can go to other work, as the 


For More Information Circle No. 364 
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isters and other locations. With these 
changes, Fisher Pen Co. also introduces 
the Fisher ‘‘half-dozen’’ as a dealer con- 
venience. Red, green, black, brown and 
perfumed-turquoise ink refills are boxed 
in lots of seven 
the cost of six to reduce retail inventory 
and inerease turnover. For More In- 
formation Circle No. 119. 


and sold to dealers at 


FOLDING LECTERN 


Detroit Lectern Co., Box 3735, Detroit 
15, Mich., makes a portable folding lec- 
tern for companies that conduct private 
and public meetings in widely scattered 
locations. The lightweight lectern un- 
folds for instant use and folds for stor- 
age and carrying. Sturdily constructed, 


handsomely finished, it has the right | 


height, inclined reading surface for com 
fortable speech delivery. Although just 
introduced, more than 200 have already 


been sold to corporations for their sales, | 
training, merchandising and public rela- | 


tions activities. Price is $39. 

carrying case, and emblems or 
which can be affixed, are extra. 
More Information Circle No. 106. 


Lamp, 
name 
For 
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| MASTER Bantam-10, 


No one 
can read my 
boss’ secrets 


NOW! © 


... because I destroy our company’s confi- 
dential papers with my portable Bantam-10 
SHREDMASTER. Destroying confiden- 
tial papers and obsolete records used to be 
quite a problem. Now it is no trouble at 
all—I simply feed them into my Bantam- 
10 and out come unreadable shreds, ready 
for the trash can. 

Your company, too, can have the same 
protection as thousands of other security- 
minded businesses, government agencies 
and banks enjoy with the SHRED- 
the only paper 
shredding machine designed for office use. 


FREE 10-DAY TRIAL— New illustrated folder 


| describes unique Bantam-10, gives full 
| details about Free 10-Day Trial. 


Write today for Circular 40 
Room 1116, 9 East 40th St., New York 16,N. Y. 
The SHREDMASTER Corporation 


A DIVISION OF SELF WINDING CLOCK CO., INC. 


Manufacturers also of the Clipper-14, only heavier duty 
shredding machine suitable for office use. 
Sales and Service in all principal cities in U. $. and Canada 


For More Information Circle No. 290 
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MEMO 
FROM 
MANPOWER 


s\ 
MY 


KINGDOM FOR 


- * 
Coyote 


hat’s the modern day 

cry from businessmen 
everywhere in the country — and no wonder" 
— because today there's a shortage of 600,000 skilled a 
office workers — and that figure is growing every minute. 


Against this seemingly bleak background, let me 

introduce myself! I'm Elmer Winter, President of Manpower, 
Inc., the firm that is heeding this frantic call of 

businessmen in over 90 cities. 


Manpower, Inc. is a world-wide Temporary Help Service. 
We send our typists, stenos, and office workers into 
thousands of offices for a few hours, a day, a week or 
longer to help out during peak work periods, special 

jobs, or other emergencies. 


These people work for us. We hire them, test their skills, 
train them, pay their salaries, taxes and insurance. 

When you use our service — you pay us our low 
hourly rates for the actual time they work. 


As the weeks go by I will try to give you new ideas 

on dealing with help emergencies, interesting case histories 

of Manpower, Inc. customers and other information 

that may come across my desk from time to time. If you 

like our Manpower Memos or if you would like 

me to send you a copy of our new 28 page booklet 
“The Inside Story of Temporary | Help” drop me 

a line here in Milwaukee. ee - 


Bice being with you 


Dus —— te Kite 


PRESIDENT 


manpower, inc. 


home office: 820 N. Plankinton Ave. Milwaukee, Wis. 


For More Information Circle No. 353 
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PHOTOCOPY MATRIX PAPER 


Eastman Kodak Co., 


N. Y., makes a new, lower-cost Verifax 
Matrix Paper CS, which reduces the cost 
for one Verifax Copy to less than 8 cents. 
Designed for the large volume user of 
many single photocopies, this provides 
a supplement for those photocopying op- 
erations which do not require the mul- 


tiple copy feature of regular Verifax 


Matrix Paper. 
copy matrix are in the preparation of 


Major uses for the single- 


Verifax copy replies, translucent masters 
for diazo-type print production, and 
Verifax offset masters. As with regular 
Verifax from the new 
Matrix CS have archival permanence and 
ean be made one-sided or two-sided on 
regular copy paper, card stock or pre- 
printed forms. All colors and types of 
ink on originals, as well as spirit dupli- 
cated copies, may be photocopied in full 
room light with Verifax Matrix Paper 
CS which is available in 750-sheet pack- 
ages in letter size and legal size, For 
More Information Circle No. 159. 
FURNITURE WAX 
Wizard Mfg. Co, 10655 Chandler, 


North Hollywood, Calif., makes Wizard 
One-Stroke Furniture Wax. This product 


Matrix, copies 


is an applicator unit containing polishing | 


agents including Carnauba wax, impreg- 
nated into a new resilient material which 
makes it possible to wax furniture with- 


out the bother of spilled bottles, messy | 
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3usiness Photo | 
Methods Div., 343 State St., Rochester 4, | 





SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Write for Circular 
and Prices 


32 § McWHLIAMS ST 
FOND DY LAC. WIS 


ee Tiel eee 
2 


For More Information Circle No. 291 


INVESTIGATE 
Before you BUY 
Visible Equipment 


16 

Good b 
Reasons 42 
with Coes 
5197-Na-Llok ® 


analysis 
with wire and 
lug on rail 


layback of 
suspension | 
Group shittin, of 
Greatest card capacity 
PATENTED 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 
Westport, Conn 


Please send free Booklet on SIG-NA-LOK. 





mier Model 1300 electronic timer which 
provides accurate repeat timing without 
resetting. It has a timing range of %- 
second to 60 seconds in 1 second incre- 
ments and a capacity of 1,000 watts for 
timing photographic printing, blueprint 
machines and other processes requiring 
exact repetitive timing without resetting. 
A footpedal switch can be plugged in 


cans and cloths, and tiresome rubbing 
and buffing. By simply removing the top 
of the box and inverting the bottom, an 
even layer of semi-self-polishing wax can 
be applied. Then, one stroke with a soft 
cloth polishes to a high, glossy finish that 
protects for months. Priced at $2. For 
More Information Circle No. 165. 


REPEAT TIMER 


Photo Materials Co., 2100 W. Fulton 
St., Chicago 12, Ill., announces the Pre- 





FOR ALL NOISY 
OFFICE MACHINES 


CAUTION ... never place machines near hard surfaces 


Noise vibration from ‘steel impacts’ travels at terrific speed . . . it bounces from hard surfaces 
like a rubber ball. It can seriously injure the operator's nervous system and hearing. 


A SOF'TONE Acoustinet absorbs the piercing vibrations into itself ... place it anywhere 
. . « protect everyone's health and, perfect lighting too. 


> 1957 _— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 


WV CO} 403 AMERICAN STANDARD BUILDING 


BUFFALO 7, NEW YORK 


For More Information Circle No. 281 
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Luttrous CWI QOD = GRA LBY 


Plastic Chair Mat Matches Furnishings 


MASO-MAT .. . the most beauti- 
ful chair mat ever designed! 


Here at last is a chair mat 

to blend perfectly with furniture 
and carpeting in your modern 
office — to protect expensive rugs 
without detracting from office 
appearances. In the past the 
effect of beautiful design or ex- 
pensive furnishings was often 
marred by shabby or ill-matching 
mats. Today’s plastic Maso-Mat 
comes in four rich decorator 
colors — Walnut, Driftwood 
Gray, Mist Green, and Desert 
Sage (beige). The tough surface 
gives long wear while retaining 
its gloss and beauty, and is 
impervious to cigarettes, ink, 
water, etc. Plastic Maso-Mats 
won’t warp, won’t creep, won’t 
chip or peel, and come in 
secretarial and executive sizes. 
Fully guaranteed. 


FREE MINIATURE SAMPLES 


MASO 


STEEL PRODUCTS, INC. 
53 W. Jackson 
Chicago 4, Ill. 














MASO STEEL PRODUCTS, INC. 
53 W. Jackson, Room 964, Chicago 4, Ill. 


Please send me FREE miniature samples and further infor- 


mation on the new plastic Maso-Mat. 


NAME 








TITLE 





COMPANY, 





ADDRESS. 





(city (zone) state) 
For More Information Circle No. 250 


: : : ‘ 
Si, MS es me ee 








Is your name on these 





SPECIALISTS IN SPIRIT MASTER UNITS, SPIRIT CARBON, 
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| CoLORCOPY 


DUPLICATING SOLVENT 


| 


PRODUCES 
caeen 
wars ss 


nce 


pistributed by 





Colonial Spirit Duplicating Fluid: 


Scientifically balanced and blended 
of purest chemicals to produce the 
maximum number of sharp brilliant 
copies on all spirit carbons regard- 
less of color, it can not rust or cor- 
rode duplicating machine tanks, 
pumps or metal parts nor harm rub- 
ber moistener, tubing or pressure 
rollers. Packaged in blue litho- 
graphed one galion cans, six to a 
carton, with one filling spout per 
carton. We imprint your private 
brand name on cans (minimum order 
one gross) at no extra cost other 
than the small original cost of silk 
screen. 


For all your 
tailor-made 

= requirements— 
let us help. 


_ best sellers? 


We have specialized for years in 
producing the finest possible duplicating 
products that you can put your own 
name on with confidence. If we are not 
already supplying your duplicating 
needs, these popular items should make 


a good—and profitable—introduction. 


| 


5 


HRCTC 
CLEANSING CREAM 


|. CONTAINS LANOUN' J 


Colonial Hecto Cleansers, 
Lotion and Cream types: 


are. guaranteed to remove ani- 
line dye stains instantly and 
harmlessly from the hands 
Pleasantly scented, with lano- 
lin base, they leave skin soft 
and clean with no “after use” 
odor. Packaged in blue plastic 
containers, twelve to a carton, 
of one pound jars of cream 
type and 8 02. squeeze bottles 
of lotion type. We imprint your 
private brand name on the 
containers (minimum order one 
gross) at no extra cost other 
than the small original cost of 
the silk screen. 


Write today for details 


GELATIN CARBON AND RELATED DUPLICATING SUPPLIES OF SUPERIOR QUALITY 


For More Information Circle No. 318 
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for hands-free operation. For photo- 
graphic use, a control switch permits 
turning on an enlarger for proper fo 
cusing. The timer is compact in size, 
being slightly larger than two packages 
of cigarettes and weighing only 2 lbs. 
in its individual box. List price is $27.95. 
For More Information Circle No. 139. 


CARD FILE 

Ferris Business Equipment Co., Dept. 
D., 45 Seymour St., Stratford, Conn., 
makes Ferris Index-less Tub Files for 
filing from 3000 to 24,000 tabulating, or 
any Other standard size cards, in a mini- 
mum amount of floorspace. The file is 
completely mobile and can be moved 
anywhere in the office or to the tabulat- 
ing machine. Removable trays have re- 
tractable handles. Cards are filed in 
tilted position, alternating left and right, 
to make each card accessible for fast 





and easy fingering without using index 
guides. Cards of various thickness are 
often difficult to separate due to static 
electricity, but the Ferris patented trays 
are said to increase card accessibility by 
a minimum of 200% because they reduce 
the static. The file eliminates the need 
for wide offset trays and heavy index 
ecards for tabulating card editing, and 
provides greater filing capacity in less 
floorspace. Cards are isolated by simply 
lifting and resting on edge of tray. Files 
need no intricate assembly; just four 
screws complete assembly of a new file. 
For More Information Circle No. 110. 
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vith —Sfaplex 


TRADE MARK 


the proven automatic 
Electric Stapler! 


You can’t beat STAPLEX for saving time and 
money in today’s Business. No other machine 
at any price handles such a huge volume of 
work with so little effort. 


Completely automatic, STAPLEX staples in- 
stantaneously upon insertion of work. Port- 
able, plugs in anywhere! Perfect split-second 
stapling every time. No tiresome hand or foot 
controls. . . . Both hands free to work with — 
simple, quick-set accurate adjustment up to 
4%4" depth. Uses standard staples. 


Thousands in use in every type of business 
— get a free demonstration of STAPLEX doing 
your work, saving money for you, now! 


2Sraplex . . . the fastest . . 


easiest . . . savingest way fo staple! 


THE <Sfaplex COMPANY 
775 Fifth Ave., Brooklyn 3, N. Y. 


(0 Show me STAPLEX in action! 
(] Send me further information 


CII occeesscsscsscsinssnteenncocessnne ; 
ADDRESS 


_...© 1957, The Staplex Company __ 


For More Information Circle No. 341 
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r 


LUXCO mea 


16 DIFFERENT MODELS 


There is a LUXCO Stand 
for every machine... True 
beauty with functional per- 
fection, styled to match 
the new modern ma- 
chines, LUXCO 
every requirement of to- 
day’s mechanized office 


serves 





Se 


Model B605 


F Model B500 


vse LUXCO stands for safe 
¢ solid « silent operation 


--emake the LUXCO 


the sensational valve in stands 


euce TEE! 
SILENT STEEL Exclusive with LUXCO 
all steel parts are insulated to give noise reduction proper- 


ties superior to any other construction. 


CUSHIONED GUIDE BARS AND RETAINERS . solid, silent 
footing for the machine. Cushioned top gnd bottom to 
absorb machine noise and vibration 


ADHESIVE RETAINERS —CUSHIONED AND PLAIN 
quick positive positioning on any stand or any flat surface 
Stools and a Deluxe 


i} fi — G 
en A 
\ BADGER inc. Personal File 
Cc KING AT FRONT st. LA CROSSE, WIS. 


Export Department, 25 Beaver St, New York 4, N.Y. 
“Visit our Booth at the NOFA Show’ 
For More Information Circle No. 293 
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Sean | A Complete 


Line of 
nN Stands, Stee! 


Chairs and 


MARKING INKS 


Illinois sronze 


Powder Co., 2023 
S. Clark St., Chi 


16, Tll., 


Spray O 


makes 
Na mel 


inks 


cago 
stencil spray 
for use with pack 
age marking sten- 
This 


is faster and easier 


cils. method 
for marking ear 
tons and coding 
equipment. It elim- 
inates messy, leak 
ing brushes’ and 
ball pots. The ink 

Aerosol can at the 
press of a button; is always clean and 
Spray-O-Namel 
ink is waterproof and quick drying. It 
comes in white, black, yellow, red, blue, 
Cov-R-Over 


opaque kraft color for spraying over old 


is sprayed from an 


ready for use. stencil 


green, silver, and which is 
markings and restenciling a carton. For 
More Information Circle No. 108. 


INDEX TABS 
Superior-Tabbies, Ine., Dept. 15, 900 
N. Franklin St., Chicago, Ill., makes In 
dex Tabs of transparent 
tive acetate, pre-printed in 18 different 


pressure-sensi- 


SUPERIOR - TABBIE 


» INDEX TABS — 


standard sets. Each set has a distinc- 
tive color bar for color-coding. Stand- 
ard sets include alphabetical, numerical, 
bookkeeping, monthly, daily and geo- 
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ENCO Acs 


THE ORIGINATORS OF: PRE- SENSITIZED OFF OFFSET PLATES 


make this special 


DOLLAR- in-YOUR- POCKET 
Py ga OFFER! 


yim HERE'S THE OFFER 


4 Am It’s double-barrelled — you just can’t lose. 
ama, “Try the ENCO “Pacemaster” — the new 
economy negative-working pre-sensitized 
plate by Azoplate — the originators of 
pre-sensitized plates. Send us a dollar — 
we will send you, postpaid, four plates 
(duplicator sizes — up to 10 x 16. Fill out 
coupon for trial offer on larger sizes), 
plus free developer. If you don’t agree 
that they are the fastest, easiest to handle 
plates on the market, your dollar will be 

refunded without question. 


‘ ” ie With the trial package you will receive a 
The ENCO “Pacemaster B coupon worth $1.00 that can be used 
toward the purchase of a regular package 
of “Pacemaster” plates from an ENCO 
Low cost a dealer. So you get your money back either 
Fastest Expostre Gane way. Try these new plates — see for your- 
Fastest Processing 9, ~—self why so many offset duplicator opera- 

“a Be... ors prefer “Pacemaster”, 


NoG ° AZOPLATE COR! CORP., Morris Ave. & Weaver St., SUMMIT, N. J. 
tics is Enclosed $1.00 (check, cash, M.O.) — Send Enco 
Top-Quality Reproduction | “Pacemaster” as per offer in sizes shown below. 
Slotted 
*OFFER EXPIRES OCT. 1, 1957 Press es ee Punching Pinbar 
Straight 


has these proven advantages — 4% 
Prove them to yourself... 


No Lacquering 


Send information on larger plates. 


@ | y A op wvtmumunoend literature on Enco plates. 


NAME 
CLHICRAMTCH 
+ fi tat . COMPANY 
SUMMIT, NEW JERSEY 


ADDRESBS...... ba 
CITV.......... - ZONE STATE 


For More Information Circle No. 316 
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An Engelhard Industry ) 





YOURS 
on request: 
this informative book 


to help you select 


the right paper 


for each of your 


business records 


ANSONS 


PAP ER 


. makers of permanent 
prestige business papers 


WRITE ON YOUR BUSINESS 
LETTERHEAD FOR BOOKLET 4F2: 
PARSONS PAPER CO., HOLYOKE, 
MASS. © PPCO 1956 


For More Information Circle No. 294 
186 





graphical Ready to attach, they re- 
quire no cutting, inserting or moistening 
by users, permitting attachment in sec- 
onds. Pressure-sensitive coating adheres 
immediately to all thick or thin materi 
als including acetate sheet protectors. 
Packaged one set in Plyofilm envelope or 
50 sets to a roll. For More Information 
Circle No. 153. 


NUMBERING MACHINE 

Faymus Div., Bankers & Merchants, 
Ine., 3229 N. Sheffield, Chicago 13, IIl., 
announces the Junior automatic number 
ing machine which is lightweight and 
sturdy, yet retails under $9. Operational 
features include five actions: numbering 
consecutively or repeatedly in duplicate, 
triplicate or quadruplicate. The clear and 
easy-to-read numbers, from 0001 to 9999, 
print in a space of 4%” x 17/32”. Other 


features of the Junior numbering ma 
chine are precision, spot alignment of 
numbers in the exact position required, 
handy lock for instant re-setting, and 
removable ink pad for fast, clean re- 
inking. The Junior is constructed to pro- 
vide years of trouble-free service and is 
fully guaranteed. Maroon plastic handle 
blends with the one-piece nickleplated 
frame. Measuring 414” high, it weighs 
only 8% ozs. For More Information 


| Circle No. 126. 
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Want 
more time 
to think ? 


Thousands of executives skip hours of time-consuming paperwork with Verifax Copying 


MAGINE answering half your mail 
I without dictation and typing. . . 
doing away with “I quote the cus- 
tomer” memos . . . dispatching copies 
of reports to key men simultaneously. 

You'll do all of this 


with brief jottings and Verifax copies. 


-and more— 


save its cost the first month. But it 
does jobs other copiers can’t touch— 
makes copies on printed office forms 
. even makes an offset master in 
1 minute for as little as 15¢. 
Mail coupon for details, or phone 
your Verifax dealer. 


If a Verifax Copier only cut dicta- - _ 
tion and typing, it’s safe to say you'd | Jerifax Copying 
DOES MORE—COSTS LESS— MISSES NOTHING 
-—-—-MAIL COUPON TODAY 
EASTMAN KODAK COMPANY, Business Photo Methods Div. 
343 State Street, Rochester 4, N. Y. 


Gentlemen: Please’ send free Signet folder and 
“Short Cuts” booklet. No obligation. 





Price quoted subject to 
change without notice 


213-3 


Name 


Position 








ONLY $148... Kodak’s 
new Verifax Signet Copier 
makes 5 copies in 1 min- 
ute for just 24%2¢ each. 
Thousands in use. 


Company 





Street 





State , 
For More Information Circle No. 360 
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City 








Here’s 








“LIFT-OUT" Rollers ...another Copy-rite 
development! Just turn the pressure release 
to the “off’’ position and “lift” out one or 
oll roliers, with your fingers! No tools or 
godgets of any kind required! 


rete ile 
Co PY ne ona 


Pyet! 


out-performs 
them all! 


the Duplicator that 








ese 
sos nn mee 


nae nel major improvement 
in liquid duplicators .... 


Now for the first time with Margi-Set, you have a liquid 
duplicator with a position control that raises or lowers the 
copy from a small fraction of a line to a full seven lines— 
makes even hair-line registration easy—incorporates a visible 
indicator which shows the “‘setting”’ at all times—shows how 
much the copy may be raised or lowered from its present 
position—can be changed even while the machine is operating— 
operates at the touch of a finger but which “locks” in place 
automatically. 


Here’s a machine you’ve got to see, got to 
operate, to really appreciate what has been ac- 
complished. Now, more than ever, Copy-rite 
is your best bet—in simplicity, in design, in 


value! Write on 


WOLBER 


your letterhead .. . TODAY! 


Models shown priced from $188.50 
DUPLICATOR & SUPPLY CO. te $349.50. Other modeb os low os 
1217 CORTLAND STREET . CHICAGO 14, ILLINOIS $157.50. All prices plus tox FOB 
Factory. 
For More Information Circle No. 253 
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BLANK CHECK STORAGE 


General Fireproofing Co., Youngstown 
1, Ohio, makes a unit for the storage 
and control of blank checks. These 
checks are usually delivered in paper 
packages (approximately eight books per 
package). After a package has been 
opened, checks not immediately used will 
often become soiled or damaged. Photo 
shows a storage cabinet with two drawer 
inserts, each containing 12 compart- 
ments. The compartments are exactly 
the right size to accommodate two stacks 
of standard checks (a total of eight 
books), and each compartment is labeled 
with the name of the bank whose checks 
it contains. Unopened packages of 
checks are stored above the inserts where 
they are readily accessible when it is vi . 
necessary to refill one of the drawers. can be maintained. This system of stor 
Checks are protected against dirt and ing blank checks is being used success 
mutilation and, at the same time, a fully in many large companies. For 
simple and accurate inventory control More Information Circle No. 129, 


NOW YOU CAN CUT DP“ 50% 


cover your own dampening rolls with 
PRESEWN TRI-MOL molleton covers 


IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 

can put on their own dampening roll TRI- 

MOL Molleton covers. It's as easy as 

A-B-C (see illustrated steps at 

porn, Boag er ys IO left). Send in your order to- 

“SHEP on Side TR-MOL Mol. nt as 
setes cover (as shown) onto roller. information. 


P C — Tie ends and cut excess 
string THAT'S ALL THERE IS TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 


For turther information, write: 


ROLL-O-GRAPHIC CORP. 


133 Prince St., New York, N. Y. 


sencemreiagpeniepees sence asin: oer 














DEALERS AND DISTRIBUTORS INQUIRIES INVITED 


For More Information Circle No. 295 
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Because Facit gets results—quickly 
and easily. Solve any problem 
single-handed, with the ten fastest 
keys to calculating ease. The 

fully automatic Facit—multiplies, 
divides, adds, subtracts—and does 
it all with the five fingers of 

one nimble hand. 


RUSTPROOF, DUSTPROOF, FOOLPROOF, | 


FACIT INC. 
404 Fourth Ave., New York 16, 
or 235 Montgomery St., San Francisco 


A few dealer territories still open— 
. Inquire about your area. 


SOLD AND SERVICED i MORE THAN 100 COUNTRIES ° INTERNATIONAL EXPORT OFFICES: ATVIDABERGS, STOCKHOLM, SWEDEN 
For More Information Circle No. 227 
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DICTATING MACHINE STAND 

Badger, Inc., King and Front St., La 
Crosse, Wis., makes the Model B150 
Luxco dictating machine stand, de- 
signed and built for silent portability, 
smart, modern appearance and of strong 
sturdy construction. It has 
space for and 


storage 


correspondence supplies 


with brackets for microphone and foot- 
pedal cords. Adhesive- backed metal, 
square retainers, furnished with every 
stand, can be located any place on top 
to hold machine in place. Unit shipped 
knocked down to save shipping cost and 
storage 


space, assemble, re 


For More In- 


Kasy to 
quiring only four bolts. 
formation Circle No, 124. 


OFFICE MACHINE TYPE 
Wilhelm Dreusicke & Co., KG, Lutz- 
owstr. 3, Berlin W_ 35, 
that their Union 


machine type which were formerly im- 


printed ‘‘UT’’ will hereafter be marked 
with their new trademark ‘‘DT’’. The 


Germany, an- 


nounced steel office 





Dreusicke factory has issued a new cata- 
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“‘My Spinnit Paper 
Drill Paid for Itself 
in 4 months,”’ 

says small printer. 


POWER BENCH DRILL 


Sound, simple machine tool design. Clean 
holes thru 1” of stock. Chip disposal. 
Sharpening chuck. Table, 12” x 18”, fully 
adjustable gauges. Slitting and slotting 
attachment also, 


{ \LASSCO 
CORNER 


ROUNDER 
> Model 20 


$24.00 


—including one cutting unit. 
Four shear-action “plug-in” units 
available: %”, 4”, %”, Va”. 
Cuts ¥%2” of stock. Heavy-duty 
Floor Model also available. 


For complete details write: 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 296 
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LAST YEAR MORE THAN 
2 Bitlio 
sheets ofp WAUSAU IMPRESSION PAPERS 


. . . formed a large part of the vast amount 
of paper needed for messages, records and 
computations that flow from the ever-increas- 
ing activity in the world of business. 


Preference for WAUSAU ‘IMPRESSION 

PAPERS stems from the fact that Wausau 

customers find great value in the uniformity 

and high quality of these fine impression 

papers and in the specially treated surfaces 
Artisans of that insure BEST IMPRESSIONS. 


Fine Papers WAUSAU IMPRESSION PAPERS are key pro- 
duction papers for the three major duplicating 
processes: Offset, Stencil Duplicating, Spirit 
and Gelatin Process. 


The complete Wausau Impression Paper line is 
available nationally through authorized distrib- 
utors and stationers. 


WAUSAU PAPER MILLS COMPANY 


General Sales Offices 
111 West Washington Street, Chicago 2, Illinois 


Mills at BROKAW, WISCONSIN Go» 
Member: Wisconsin Paper Group (Ga) | 


assocunon 


For More Information Circle No. 333 
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log showing all the many styles of types 
which they manufacture and listing all 
characters, This catalog is of interest to 
office machine manufacturers and _ serv- 
icing shops. For More Information Circle 
No. 150. 


SPIRIT MASTER SET 


Ditto, Inc., 6816 N. McCormick Road, 
Chicago 45, Ill., makes four-part Master- 
sets which provide complete, smudge-free 
protection of frequently-handled Direct 
Process (liquid or fluid) masters. The 
Masterset has an attached protection 
sheet which prevents contact with either 
the Direct Process carbon sheet or the 
finished master. This permits the master 
to be handled and filed as many times as 
necessary without staining hands, clothes 
or other papers. Included in the complete 
Masterset is the master sheet, tissue 
separator, Direct Process carbon sheet 
and protection sheet. In preparing the 
master, the tissue separator is removed 


to permit the master sheet to pick up the 


dye impression from the carbon sheet. 
The protection sheet acts as a backing 
to provide a clear, sharp transfer of the 
image to the master sheet. When the 
master is completed, the carbon is 
snapped out and discarded. On the dupli- 
cator, the protection sheet is folded under 
the master paper. When the run is over, 
the protection sheet is folded over the 
master to protect the dye. For samples 


and further information, Circle No. 122. 





18, Tesselschadestraat; Amsterdam W, Holland 


Name/Company 
Address 


Send me MORE DETAILS () 





PRE-WAR SUBSCRIBERS ASKED US 
TO RESUME PUBLICATION OF OUR 


| AMERICAN 
OFFICE MACHINES RESEARCH 


They missed this systematically arranged loose-leaf handbook. 


Others have been awaiting such a service, in which they can find FULL INFORMA- 
TION ON ANY OFFICE MACHINE, WHEREVER MADE. 


Updating Supplements Will Be Issued Regularly. 
IF YOU, TOO, ARE INTERESTED, MAIL THE COUPON BELOW. 


esseaeecneesaeeanecaeneceseoe ee ee ee ee 


INTERNATIONAL OFFICE MACHINES RESEARCH 


S ERVI Cc E International Edition 


SPECIMEN COPY $1.50 () 








For More Information Circle No. 297 
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BUILT 


TO PROTECT 


Matching cabinet 
available 


WITH THE CONSOLETT, there's no 
dangerous shake, no irritating rat- 
tle. Just plenty of stability. Rolls 
to the job on four casters—anchors 
at the touch of a toe. Here’s real 
protection for electric typewriters 
and expensive computing ma- 
chines. You'll like Consolett’s good 
looks, too. Office girls like its desk- 
like privacy. 

Attractively priced. 

Write for literature. 


STOLPER STEEL PRODUCTS CORP. 


318 Pilgrim Rd. © Menomonee Falls, Wis. 


HUIALUATATALNUE LL HINO A 


For More Information Circle No. 288 
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INKS FOR REPRODUCTION 

Higgins Ink Co., 271 Ninth St., Brook- 
lyn 15, N. Y., has added two waterproof 
black drawing inks, and Higgins Soluble 
Ink has been reformularized and re- 
named Non-Waterproof Black. Hig 
gins American Waterproof India Ink re 
mains unchanged. Iliggins Acetate Ink 
is a waterproof india ink for use on the 
dull or prepared side of acetate sheets 
and other non-absorbent surfaces. Ace- 
tate ink is also intended for use on 
water-repellent tracing cloths, and sensi- 
tized and developed papers and cloths. 


ki 
©E Rte, 


The ink works with all drafting and art 
instruments on the newer surfaces and 
preserves well. Higgins Super Black 
Waterproof Drawing Ink is for use with 
brush and pen. This is a high intensity 
black for complete drawings on high 
surface bristol board. It is especially 
suitable for brush work. The Non-Water- 
proof may, like the Acetate Ink, be ap 
plied to plastic sheeting and water-repel 
lent surfaces. However, it can be easily 
removed from non-absorbent surfaces 
with cold water, whereas the Acetate 
Ink is waterproof when dry. Higgins 
claims that their four carbon drawing 
inks plus their two carbon writing inks 
Engrossing and Kternal) cover the field 
of modern graphic needs. For More In- 
formation Circle No. 160. 


THIN-DOOR LOCK 
Kawneer Co., Niles, Mich., makes the 
Maximum Security 1850 lock for their 
narrow stile aluminum-and-glass doors. 
Lock has a hardened steel bolt specially 
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You, Too, Can Slash 
Paper Work Cost, Speed 
Major Business Operations 

with Revolutionary 


Copylt 


ONE-WRITING 
METHOD! 


National Distillers Products pasate, one of America’s 
leading distillers and chemical manufacturers, uses Copyflex 
to prepare sales statistics and other periodical reports on a 
fast, one-writing basis. New entries are posted directly on 
originals of the periodic reports pies are mechanically 
produced without the loss of time, expense, or inaccuracies 
of rewriting or retyping previously issued data. Copyfiex 
speeds issuance of reports by two weeks 


Copyflex Desk Top 
Mode! 110 copies or 

nals 11 inches wide by ba 

length. Only $555. Other 

models available to copy 

originals up to 46 inches wide 


Everywhere, alert firms like those described here are 
simplifying and speeding everyday business operations 
with the revolutionary one-writing method made pos- 








sible by modern Copyflex copying machines. You surely 
can, too! 

With Copyfiex, you write basic information only once 
—the entire series of varied copies needed to complete 
any systematized business operation are mechanically 
reproduced from the original. You eliminate the big cost 
and delay for retyping or rewriting constant information 
from one form to another. This frees personnel for other 
important work, gives you tighter control of operations, 
saves thousands of dollars. 

Copyflex machines are clean, odorless, economical 
letter-size copies cost less than a penny each for mate- 
The DoAll Company, world’s largest manufacturer of band ma- rials. Copyflex will fit readily into your present systems 
Soe easchinns Spend exdertaeaies thane gph cone eB = Mail coupon today—it can mean important savings of 


by 50%. Installed in 35 branch outlets, Copyflex eliminates time and money for you! 
manual copying, saves $100,000 annually in clerical work. : * 








Charles Bruning Company, Inc., Dept. 32-G 


2. Metes of 4700 Montrose Ave., Chicago 41, Illinois 
37 Cities o 
the U.S. and Please send me information on the Copyfiex process and machines 
Canada . 
Name Title 

Copies anything typed, 

written, printed or drawn 

on ordinary translucent Company 

p 


japer—in seconds. 
Address 





CHARLES BRUNING COMPANY, INC., CHICAGO 


in Conada: Charles Bruning Company (Conada) Ltd., City 
105 Church St., Toronto 1, Ontario 











For More Information Circle No. 340 
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cylinder, the bolt pivots up into locked 
position. Its construction permits a long 
bolt throw of 13” from a backset as 
short as 1”. This makes the MS lock a 
more compact and sturdier deadlock for 
narrow stile doors. The MS 1850 holds 
just as much bolt within the lock cham- 
ber as is projected. Thus the opening is 
blocked with a bar of hardened steel, 
making it impossible to spring or force 
the lock without destroying the door. 
The MS deadlock is a feature of Kaw- 
neer’s all-aluminum narrow stile door 
which incorporates self-lubrication, | 
tamper-proof pivots; tubular construc- 
tion; and deep weld corner construction. 
Four styles of interchangeable hardware, 
with removable inserts for name or 
trademark, give unlimited design possi- 
bilities to individualize the door and 
adapt it to buildings where custom de- 
poised in a hanging-down position. When’ sign doors are desired. For More In- 
triggered by a half-turn of the key inthe formation Circle No. 135. 


benenenn-m, 





A PROGRESSIVE CHART THAT 
IS REALLY PROGRESSIVE 


* Inspires increased sales 

* Sales progress can be posted 
on one chart 

* Colorful. Each salesman's 
record is kept in red, blue, 
and yellow. 

* Can be interpreted at a glance 

* Simple to operate 

* Sturdily made to give years 
of service 

* Tamper proof 


> 15 cal. chart $45.00 Retail 
32 col. chart $75.00 Retail 


Distributorship F.O.B. Honolulu 


Open for 


TAY visi. <>-crars aaa 


1042 Kapahulu Ave. Honolulu, Hawaii 





For More Information Circle No. 320 
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Like magic, your operator's fingers 
will race across the keyboard of the 
new Johnston with sensational 
speed and ease 

Watch her sparkle when she feels 
the trigger-quick snapback action 
of every key...the unprecedented 
feather-light touch on all the keys, 
both feature and numeric 

See...try the JOHNSTON Add- 
ing Machine soon. Call your office 


machine dealer for a demonstration 


ADDING MACHINE COMPANY 


13343 Sherman Way, No. Hollywood, Calif 


For More Information Circle No. 390 
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: CUSTOM BUILT BY 


Prove it to yourself. Write 
with the graciously styled 
Olympia to know what 
fine typing really can 
mean. Judge and test its 
smooth action and quiet 
operation. Check its 
sturdy, rugged construc- 
tion, and compare its 
smart design. 








Y 





See your Olympia deal- 
er, who makes his cus- 
tomers his friends 
through his sales of this 
outstanding machine. 

It makes uncommonly 
good sense to buy and 
use this finest of all type: 
writers. 


Nt cea CORP. 


90 WEST STREET + NEW YORK 6 *°N. Y. = CORTLANDT 7-0381 


aia ‘ — Sn 


For More Information Circle No. 218 


THe Orrice—March, 1957 





ELECTRONIC COMPUTER 


International Business Machines Corp., 
590 Madison Ave., New York 22, N. Y., 
announces the 709 large-scale electronic 
computer which can work with equal fa- 
cility on commercial, scientific or engi- 
neering calculations. 709 systems will 
vary considerably as to the number of 
units used, but a typical one would lease 
for around $56,000 a month or sell for 
about $3,000,000. Union Carbide & Car- 
Corp. placed 
the first order for 
a 709 system. The 
709 data process- 
ing system utilizes 
conversion in- 
structions which 
permit the ma- 
chine to perform 
rapidly calcula- 
tions on data pre- 
pared in number 
systems other 
than the 709’s 
basie binary arith- 
metic. All data 
can be kept in 
whatever form is 
most economical 
and desirable, 
rather than in a 
number system 
compatible to the 
computer. The 709 
introduces IBM’s 
729 Magnetic 
Tape Unit which 
automatically 
checks for ac- 
curacy informa- 
tion written on 
magnetic tape as 
it is being writ- 
ten. The unit sig- 
nals when an er- 
ror is detected so 


bon 


the tape writing 
may be stopped 
and the informa- 


tion rewritten. The 
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709 can handle up to 42,000 addi- 
tions or subtractions a second; multi- 
plication or divisions are performed at 
speeds of up to 5,000 a second. Up to 
32,768 ate of problem or instruc- 
tion data can be held in magnetic core 
storage, a ‘‘word’’ being equal to a ten 
digit number. Any sie 
storage can be located 
for use in 


in core 
and made ready 
12 millionths of a second. The 
unit’s tremendous storage capacity fu! 
fills the need for completely 


‘word 


internal 


rorce LULUMIBIA 


eases tired eyes 
...cuts errors! 


This automatic numbering 
machine prints big ¥” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 

. consecutive, duplicate, 
repeat action. 


wie & CO., Incorporated 
sa Nichols Ave 
a5 rook} yn s N ] 


For More Information Circle No. 274 





How To Get Things Done 
Better And Faster 


BOARDMASTER VISUAL CONTROL 


’ Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

- Simple to operate — Type or write on 
Cards, Snap in Grooves 

Ideal for Production, Traffic, 
Scheduling, Sales, Etc. 
Made of Metal Compact and Attractive. 
Over 100,000 in Use 


Full price $4g° with cards 


FREE 24-PAGE BOOKLET NO, F-200 
Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street @ New York 36, N. Y. 


Inventory, 














ROTARY 
FILES 


Over 150 Models available 


Holds an 
Sst te te 


Capacities from 5 


THE WORLD'S 
LARGEST SELECTION 
OF MOTORIZED & 
MANUAL FILING 
EQUIPMENT. 


FERRIS BUSINESS EQUIPMENT 
15 Seymour S$ Stratford 


One unit 
different —— om" 


For More Information Circle No. 283 
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high-speed handling of voluminous prob- 
lem data, reference tables and lengthy 
programs. The new 766 Data Syn- 
chronizer permits the system to read, 
write and caleulate simultaneously. Up 
to three data synchronizers can be in- 
cluded in a 709 system, each containing 
two channels for entering and taking out 
problem data. Eight tape units can be 
attached to each channel, utilizing up to 
48 tape units. A card reader, card punch 
and printer can be attached to one chan- 
nel of data synchronizer for nine addi- 
tional input-output units and two mag- 
drum units and an IBM 
740 Cathode Ray Tube Recorder can be 
connected to the central processing unit, 
for a total of 60 input-output units that 
can be incorporated in a 709 system. 
Any combination of six input-output 
units can operate simultaneously. For 
example, a tape and a card reader can 
be reading the problem while two tape 
units, a printer and a card punch are 
writing out parts of the solution. While 
this information is being transmitted 
into or out of the system, the high-speed 
arithmetic unit is free to calculate other 
phases of the problem. All magnetic 
tapes produced may be used with other 
IBM 700-series computers. Existing pro- 
grams for the IBM 704 can be run on 
the new 709 with variations in the input- 
output routine. For More Information 
Circle No. 142. 


netic storage 


SPIRIT CORRECTION FLUID 

Heyer Corp., 1821 S. Kostner Ave., 
Chicago 23, Ill., offers No. 597 Spirit 
Process Correction Fluid for use with 
spirit or direct masters. This 
dark fluid dries very rapidly when ap- 
plied to the error on the master sheet. 
It is also useful for blocking out un- 
wanted detail and cleaning up spirit 
masters. Packaged in a modern-styled, 
square l-oz. bottle that is not easily 
tipped and has an airtight, plastic screw 
cap with a convenient attached brush ap- 
plicator. The attractive label was de- 
signed by Jean Otis Reinecke and has 


process 
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W. H. DYSON, Controller of 
Technicraft Laboratories. 


THIS NATIONAL CLASS “31” handles posting and proving work rapidly and accurately. 


“Our ational System 
saves us ‘0,000 a year... 


pays for itself every 12 months!” 


—Technicratt Laboratories, Inc., Thomaston, Conn, 


“Since 1947 we have grown from four employees to our present 
total of 160,’’ writes W. H. Dyson, Controller of Technicraft 
Laboratories, Inc. “In order to cope with this rapid expansion, 
we installed our present National Accounting System. In the 
first year of operation alone it saved us over $5,500! 

“We use our ‘Class 31’ for all Accounts Receivable (includ- 
ing invoices) and Accounts Payable, 
in addition to general ledger and 
payroll accounting. By saving us AW, 
valuable time and greatly increasing 
our accounting efficiency, our Na- 


tional System pays for itself every Controller, Technicraft 
12 months!”’ Laboratories 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 


989 OFFICES IN 94 COUNTRIES 


For More Information Circle No. 
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In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your nearby 
National man will gladly show how 
much you can save—and why your 
operators will be happier. 


*  HIRADE MARK REG ws. PAT OFF, | 


Wilional’ 
| 
: | 








REVISTA DE EQUIPOS PARA OFICINAS 


MANUFACTURERS / EXPORTERS 
TO LATIN AMERICA 


Annually the entire Latin American continent will absorb a very 
impressive volume of your products, There are 19 countries in Latin 
America where all the office equipment and stationery importers, 
distributors, dealers and larger users receive La OFICINA, They keep 
it, refer to it as a guide and reference all year long. 

The need for all office products in Latin America is increasing steadily 
as business and industry develop. Tell these prospects and customers 
about your products in the 1957 La OFICINA, Its advertising rates 
are low—its coverage is complete. Your advertising in La OFICINA | 
is basic to establishing and building a profitable Latin American trade. 


Write How! 
OFFICE PUBLICATIONS COMPANY 


232 Madison Avenue New York 16, New York 
Circulation—10,000 


For More Information Circle No. 180 
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complete directions as well as selling 
copy, ideal for self-service stores. This | 
correction fluid gives the spirit dupli- 
eator user the same convenience enjoyed 


ae 


by users of the stencil duplicating proc- | 
ess. The film formed by the fluid is very 
thin and does not affect the 
quality of the surrounding characters. 
For More Information Circle No, 123. 


copying 


FILE DIVIDER 

Cel-U-Dex Corp., 1 Main Brook 
lyn 1, N. Y., has improved their Div-I- 
Dex which allows the user to 


st., 


‘fadd one 





This means that 
a four-drawer filing cabinet can accom- 


more to every four.’’ 


modate the contents of a five-drawer | 
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FAST!! SAFE!! 
FILING—FINDING 


USE 


ATLAS VERTICAL 
FILING SYSTEMS 
FOR 


NEGATIVES 
OFFSET PLATES 
STENCILS 
X-RAYS 
SWATCHES 
ART WORK 
MASTERS 


Write for 
Complete Catalog 


ATLAS HANGERS 
A Type for Every Need 


Choose the hanger 
best for your re- 
quirements, 


DNP (Illustrated) 
Nega-Plate _envel- 
ope hanger for off- 
set plate and nega-# 
tives. 
SH for serrated edge 
offset plates 
PH for pinhole edge offset plate 
DSH for standard stencils 
DGR for foreign heading stencils 
PSC for offset plates, negatives, stencils, 
etc. 
GIH Gripdex for 
filing. 
Tie-In With Atlas For Greater Profits 
NOFA show Booth 21 


Revised price list, current literature and 
your new tie await you in New Orleans. 


group and specialty 





ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 


For More Information Circle No. 298 
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cabinet when the Div-I-Dex system is in- 
stalled. Folders and the material they 
contain are kept in good condition, and 
There is no 
space-consuming follower 
locks, or heavy folders. Bottom 
letted guides unnecessary and no 
time is wasted in re-arranging files for 
expansion. Threading rods through the 
With the Div-I- 
Dex drop-in filing system, there are no 


access is quick and easy. 
need for 
eye- 


are 


eyelets is eliminated. 
overcrowded file drawers, neglected be 
cause shifting folders to another drawer 
When a section is filled 
folders 


space are 


is such a chore. 


to capacity, and guides of the 


overcrowded simply trans 
ferred to another cell, relieving conges 
tion and providing greater accessibility 
to wanted Folders neatly 
upright, indexes are plainly visible, time 
is saved in 


data. stand 


filing or finding, and more 
the re- 


Six 


available because of 
the follower-block. com- 
partment Div-I-Dex units retail at $5 for 
both letter and legal size file drawers. 
For More Information Circle No. 120. 


SPEED TYING 
OF OUTGOING MAIL 
SAVE rixtor 


with an 


AUTOMATIC 
PAK-TYER 


There is an ALL-PUR- 
POSE PAK-TYER for 
every application. Ten 
times faster than hand 
tying. Easy to operate 
and maintain. All bun- 
dles and packages can be 
automatically tied with- 
out any adjustment. 3 to 
24 ply twine as well as 
tapes and braids can be 
used, Several models to choose from. LET 
FELINS CUT YOUR MAILING COSTS. 
WRITE FOR CIRCULARS AND PRICES 


NOW 
FELIN TYING MACHINE CO. 


3351 N. 35th St. 
' 
For More Information Circle No. 343 


space is 


moval of 











Milwaukee 16, Wis 


COPYHOLDER 
Products Corp., Box 

Pa., offers the Cop-e-Ett, a 
multipurpose copyholder. It 


Lansdale 568, 
Lansdale, 


low cost, 








ae 


sles ste aaa 


woh ts Bey, eo ae 


can be used to copy from letter and legal 
and as a lec- 
The line guide 


size papers, books or tapes; 
tern or display stand. 


(3 D PLANOMATIC 


the Modern Space 
Planning Method 








Experienced planners appreciate the many 
possibilities in office layouts. Complete vis- 
ualization with Planomatic 3D Magnetized 
Scale Models is a valuable aid in determining 
pace requirements. 


PLANOMATIC SAVES MANAGEMENT TIME 
M & M INDUSTRIES 


P. O. Box 91 South Milwaukee, Wis. 


For More Information Circle No. 344 
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A Modern Electric Duplicator 


at a Moderate Price’... 


now Heyer offers push-button 
aw duplicating at little more than the 
¥ price of some hand-operated machines 


Heyer has broken the price barrier with the new 
Mark II Conqueror automatic electric spirit duplica- 
tor. Every office duplicating job—bulletins, form let- 
ters, sales plans, etc.—can be produced much more 
easily on the new Model 76 Mark II Conqueror, at the 
rate of 110 clear, crisp copies per minute in 1 to 5 
colors... ata fraction of acent per copy. Its constant 
speed produces better and more uniform copies; it 
frees the operator so that the copies can be observed; 
and most important . . . there’s no effort on the op- 
erator’s part, for this new Conqueror runs without 
watching, and even turns off automatically! You can 
pay much more if you wish, but the Model 76 offers all 
this ... ata price that can't be matched. 


move. 0 >GYrark 
CONQUEROR 
For those who are looking for 
a fine quality duplicator at the 
lowest possible price .. . the 
hand-operated Model 70 Mark II Conqueror is the 
perfect buy. It has been completely redesigned too, 
and has a new Feed Release Button as well as Paper 
Stackers, previously found only on the Model 76. 
The Model 70 Mark II Conqueror hand-operated du- 
plicator prints up to 110 copies per minute of any- 
thing typed, written or drawn on the $4.95 00 
master ...in 1 to 5 colors at once. Pius Tex 


AUTOMATIC ~Grarkh LZ 
CONQUEROR 


SPIRIT DUPLICATOR 


$2998°2 


Engineering improvements on the Model 76 Mark II 
Conqueror include a brand-new Feed Drive Mech- 
anism which works only in a forward motion... 
eliminates the lurch found in old-fashioned reciprocal 
drives. It has new High Precision Clutches and Nylon 
Gears that are quiet and need no lubrication, plus 
an 11” and 14” Cylinder Stop. The completely rede- 
signed Motor Drive gives smoother operation, while 
the conveniently positioned Motor Bar permits effort- 
less fingertip starting. Operating instructions are 
permanently printed on the Model 76, so anyone 
can operate it in a jiffy. Feature for feature... this 
Mark II Conqueror is the biggest value in Spirit 
duplicators today! 


The HEYER Corporation 
1821 South Kostner Avenue, Chicago 23, Illinois 


O Send additional information about the new 
Mark II Conqueror duplicators. 


Please arrange a demonstration. 


NAME POSITION 





COMPANY 





ADDRESS 





CITY ee YS 
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lots of sorters ++: 


but only ON E 


. the Easy-Action vertical paper sorter 
that answers the need for sorting efficiency in 
any business having large or small sorting 
problems. Every Vert-A-Sort Installation made 
has resulted in increased production, no matter 
what sorting methods were used before! 


. +. made in a variety 
of sizes, all of which 
can be indexed to suit 
your needs. 
Built for years of 
efficient usel 


Yitlhaas 
VERT-A-SORT 


for Complete Details 


PIN THIS AD TO YOUR LETTERHEAD 

and mail to: 

THE COMPANY 
s. CHICAGO AVE. 

BOCAGO 17, ILLINOIS 


For More Information Circle No. 299 


NO MORE MESSY BLACK INK! 
o> 


INKLESS 
MIMEOGRAPHING 


coming your way toon with 


DIAGRAPHY 


STENCIL DUP! .CATING ® 
COMPOUND 





stonding F tof 


BO al il beer F Udlom ote mmm | om 


_— 


For More Information Circle No. 300 
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moves with fingertip control and car be 
adjusted to accommodate from one to 
75 sheets of bond paper. 
crossclip with sliding rubber rings firmly 
holds a machine tape or a sheet of paper. 
Line guide is removable if desired. The 
unit folds to 834” x 13” for easy storage 
in any desk drawer. Finished in enamel 
with ‘chrome trim, priced at $7.95. For 


A springloa led 


| More Information Circle No. 148. 


DUSTLESS SWEEPER 

Non-Woven Fabrics Div., Chicopee 
Mills, Inc., 47 Worth St., New York 13, 
N. Y., makes specially treated, dispos 
able Masslinn cloths for dustless sweep- 
ing. Where dust is a hazard, floor or 
wall areas can be cleaned without oil 
ing, dampening or chemical sprays. 
Masslinn cleaning cloth is a scientific 
combination of cotton and rayon fibers, 


treated to provide actual dustless sweep- 
ing by trapping dirt and preventing its 
recirculation. The non-woven fabric ab 
sorbs and retains dust and dirt with 
blotter-like action. Uniformly impreg- 
nated with a special emulsion for maxi 
mum pick-up, the cloth leaves no deposit 
on floors or edges of rugs, and imparts a 
finish without a slipping hazard. 
The cloth is used with a sweeping tool 
which saves time and energy. The tool 
has an all-directional swivel joint which 


clean 
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hopearance Always Counts 


Whether your office is at the North Pole or Main 
Street, U.S.A., the appearance of your business 
letters counts a-plenty. That's why appearance-con- 
scious secretaries everywhere insist upon Columbia 
Ribbons and Carbons to create that correct impres- 
sion their office correspondence must have. Columbia 
Ribbon and Carbon Manufacturing Co., Inc., 
Glen Cove, 'N. Y. 


RIBBONS & CARBONS 


CLASSIC e SILK GAUZE *« MARATHON e COMMANDER 
PINNACLE . RAINBOW ° DH&D ° TITAN 
For More Information Circle No. 204 
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= MACHINES 
=| HUMMING 


“Certified 


Office Machine 
PAPER ROLLS 





Their superior quality prevents creasing, 
bunching and slipping. That's why offices 
everywhere use them for adding ma- 
chines, teletypes and cash registers. You 
can depend upon their smooth operation 
—every roll is designed for a particular 


machine. 


@ Tested for 
@ Guaranteed for trouble-free operation 
@ Clean cut, 
@ Red ink warning signal marks roll-end 


micromatic accuracy 


lintless, without splices 


@ Conveniently packed in individual boxes 


AVAILABLE AT ALL LEADING STATIONERS 


Dealers write for Cash Kegister Roll 
Specification Sheet and Prices today! 


RITTENHOUSE 
PAPER CO. 


6405 Sovth Wentworth Avenue 


Chicago 21, Illinois 


For More Information Circle No. 301 
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under low 
furni 


front 


reach easily 
between 
Its 


areas 


permits it to 
into 
and at 
surface 


spots, corners and 
wide 
with 
permits cleaning 


The 


maximum 


ture, any angle. 


cleans large each 


narrow side 


in tight spots and corners. 


sweep. A 
tool is 


designed to provide use of 


each disposable cloth, and there is no 


need for the user to touch soiled areas of 
the 


trated 


Masslinn. For free sample and illus- 


brochure, Circle No. 131. 
OFFICE SMOCKS 

Angelica 
St. Louis, 


wear 


Olive St., 
makes colorful smocks for 
clothing to control the 


employees, 


Uniform Co., 1427 
Mo 
street 
appearance of 


"9 
over 
assuring a 
business-like immediate 


impression, ree 


ognition, and eliminating overdressing 
other attire 


cashiers, bank tellers and office personnel. 


and inappropriate among 


the 
reducing 
and enabling employees to 
neat appearance with a 
expense and upkeep. The 
three-quarter length smock 
is gathered the yoke, front and 
back, to assure its hanging softly and 
fitting comfortably. In Sanforized broad 
cloth, the available in blue, 


From the viewpoint, 


smocks protect street clothing, 


employees’ 


cleaning bills, 
make a clean 
minimum of 
loose-fitting 


onto 


smock is 
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Now... A Small Case 
That Holds So Much 


‘Yubide 


UTILITY BRIEF CASE 




















New idea in business case convenience. 
Handsome practical TUFIDE Utility Brief 
LOOKS Case measures only 16”x 1014" x4”. Yet 
it’s roomy enough to hold the travelling 
like leather... executive’s dictating machine . . . or cat- 
FEELS alogs, sales literature or samples. Out- 
side zipper pocket keeps those “special” 
like leather... papers easy to get at. Patented “Tuck- 
Tite” brass catch locks can’t pop open 
OV TWEARS accidentally. Molded one-piece patented 
leather Sto... edge guaranteed against breaking; keeps 
gucommmnouany case in perfect shape and condition. 
Guaranteed about $4 3°° 
5 Years! TUFIDE ...“A Case of Good Management” 
STEBCO, Dept. E-2 
1401 Jackson Bivd., Chicago 7, Ill. 


Please send FREE TUFIDE Catalog. If you have 
special requirements, attach note specifying 
needs and quantity. 


See the complete selection of TuFripE 
Business Cases at office supply, sta- 
tionery and department stores. Spe- 
cial cases designed to order. Mail 
coupon for details. 


Steteo PRODUCTS 


(Since 1918) 
Chicago 7, Illinois 


For More Information Circle No. 385 


bg, eS 
Company Mame 


Address. ae eo eeee | seihitesinnpidairatin 


| eae Ry 
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HOW XE ROGRAPHY Speeds Paperwork 


cuts duplicating costs $12,000 a year 


for Z / Pp od O MANUFACTURING COMPANY 


Plate cost reduced from 
$3.00-$6.00 to 25-35 cents 


Reproduction costs reduced 
more than 75% 


Outside deliveries of copy 
eliminated 


60-hour delay in price-change 
notices eliminated 


Complete quality control of 
plates and copies assured 


Communications speeded in 
all operations 


The Zippo Manufacturing 
Bradford, Pa., 


manually operated lighters in the world. 


Company, 


is the largest producer of 


Zippo distributes nationally and in- 
ternationally through specialty jobbers, 
wholesalers, and tobacco, drug, and jew- 
elry jobbers. Obviously, in an operation 
so widespread, there is much paperwork. 

Zippo installed XeroX® copying equip- 
ment in 1952 to speed this paperwork, by 
copying onto masters by xerography. 

Now, with this fast, dry, 
electrostatic copying process 


$12.000 is being saved an- 


Xerography copies anything writ- 
ten, printed, typed, or drawn 
Same, enlarged or reduced size... 


Zippo Manufacturing Co. Plant, Bradford, Pa. 


nually. In addition, Zippo’s communica- 
tions have been dramatically improved. 
Zippo reproduces reports, engineering 
drawings, forms, news stories, and maga- 
zine articles as well as other piec es requir- 
ing duplication. Zippo says its new sys- 
tem is the most versatile copying method 


available 


WRITE for proof-of-performance folders show 
ing how xerography is saving time and thou 
sands of dollars for companies of all kinds, 
large and small 


THE HALOID COMPANY 
57-93X Haloid St., Rochester 3, N. Y. 


Branch offices in principal U.S. cities and Toronto 


HALOID 


Copies onto all kinds of masters 
paper, metal, spirit, translucent 


for duplicating. Copies line and 


halftone subjects 


XEROX 


For More Information Circle No. 205 
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cherry red or white. For those who pre- 
fer a fitted smock, there is a princess 
line style in blue broadcloth with two- 
button black belt attached at the sides 
to make the waistline adjustable. All 
smocks have two deep pockets, For More 
Information Circle No. 127. 


SIDE CHAIR 
Milwaukee Metal Furniture Co., 
Campbell Ave., Chicago 12, IIl., 
the Model 
which has a 


makes 


contoured back and 


foam 
offices, 
institu- 


seat covered with Polyurathane 
rubber. This chair is ideal for 
schools, libraries, cafeterias and 
tions where economy, ruggedness and 
comfort are important factors. For 
More Information Circle No, 149. 


SHOP DESK 

Berger Div., Republic Steel Corp., Can 
ton 5, Ohio, makes a steel, stand-up cabi- 
net-type shop desk with a lock-equipped 
storage section. 
desk’s fully enclosed lower section is ad- 
justable, and an additional half-shelf can 
be added to double the shelf storage area. 
The desk has a comfortable sloping writ- 


ing top, protective hood with ce | 
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101 N. | 


M-7100 Metal-Lux side chair | 
steel | 


A half-shelf inside the | 


acclaimed by 
executives... 


ak fstarehaindg 


TELEPHONES 


NOW AVAILABLE as a modern, streamlined, 
executive desk cradie-phone. 


NO BATTERIES. NO OUTSIDE POWER. 


No maintenance. 


Easily installed. Ideal ''private wire’’ to save 


time, steps, cut switchboard load. 


also 

PAIR PHONES 
HANDSETS 
COMPLETE SYSTEMS 


Write now for Bulletin SA-25. 


wwWHEELER 
INSULATED WIRE CO., INC. 


Division of The Sperry Rand Corporation 


1106 East Aurora Street 
Waterbury 20, Connecticut 


For More Information Circle No. 302 
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IVP ULEANING MADE EASIER 


with the amazing 
“Al © 
far 


seid i CLEANS 

© Typewriters 

‘© Billing Machines 
© Adding Machines 


Typists ond business 
machine operators wont 
*Norta Plastic Type Cleaner 
—it's easy to use—no mess © Addressing Plates 
—no liquids to spill * Marking Devices, ete, 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request write to 


NORTA DISTRIBUTING COMPANY 


1165 Broadway, New York |, N. Y. 
For More Information Circle No. 303 





CARBON INTERLEAVED 


BUSINESS FORMS 


SOLD THROUGH DEALERS ONLY 
Write for Catalogue and Price List 


Midwest Rotary Maniforms 


Manufacturers of Business Forms 


CARO, MICHIGAN 


For More Information Circle No. 304 





For Your Annual 


piston md ROLLER CHANGE 


Insist on a 
"Futuristic" 
5-Star Platen 


Zam Aaa Best ae 


Manufactured and Distributed to 
Office Machine Dealers by 
AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 


with flat 


| down. 








For More Information Circle No. 305 





MANUFACTURERS OF DURALUMINUM 


HOLDERS «nose 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 307 


non-metallic file 
duced. 
| sturdy binders’ board, covered in a linen- 


holes and penholders, a roomy drawer 
key lock and formed footcaps 
Finished in olive 
height is 


on each leg. green or 


gray baked enamel, overall 


524%,” with a 42” height at the front of 
| the writing surface. 


Width is 33” and 
depth is 28%”. Desk is shipped knocked- 
For More Information Circle No. 
137. 


PERSONAL FILE 
File & Index Co., 163 
makes 
the 


7 Duane 
the No. 
sturdiest 


Amberg 
Blvd., Kankakee, IIL, 
650 personal filing case, 


they have ever pro- 
It is made of a special, extra- 
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Orders are pouring in... 
for this new, fast-drying 
“WONDER” INK 


HERE’S AN ENTIRELY NEW CONCEPT in duplicating ink that dries so 
fast, sets so hard, it works like a charm on both bond and offset paper. 
No slip-sheeting necessary — something never before accomplished 
It took five years to perfect. 

Because of its unique quick-drying qualities, JETDRY “7900” is a 
great time and money saver. It produces more copies per pound of ink, 
per stencil and per hour of operation. No paper is wasted in prepara- 
tion —even the first copies through a new run are usable. 

The copies produced with Tempo JETDRY have all the quality of 

Write fine printing —legible, sharp, permanent. No washing of stencil needed 
for a ____ —- stencil is self-cleaning when used with this ink by simply 
FREE placing it between papers or in a file folder. 

With JETDRY, the duplicator can be stopped in the 
Booklet middle of a run — then hours later, the run resumed without 
J-3 Gal delay because JETDRY is ready to go. 
TODAY! 


MILO HARDING COMPANY 


Established 1904 


Manufacturer of the most complete line of stencil duplicating machines and supplies 
500 South Monterey Pass Road, Monterey Park (Los Angeles County) Calif 
San Francisco « Pittsburgh + Cleveland + Dallas 


y JETDRY 


Teh 
(S54 7900...THE WONDER INK 


For More Information Circle No. 321 
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finished material impregnated with latex 
to withstand moisture. The file also fea 
tures a crystal-clear molded plastic han- 
dle, metal hinges and an extra-heavy 
snap latch. A set of eight ruled verti- 
cal file folders and 84 
come as standard equipment. 
clude sand, cinnamon. 
overall is 1214” wide and 


534” $2.90 


gummed labels 
Colors in- 
gray and Size 
10%” high, 
deep. Price is coast 
$3.45. ) 


128. 


(west 
For More Information Circle No. 


MARKING PEN 

Faymus Div., Bankers & Merchants, 
Inc., 3229 N. Sheffield Ave., Chicago 13, 
Ill., makes the Chemirae Felt Tip Mark- 
ing Pen which sells for 69c. It writes, 
draws and marks easily on all surfaces 
(hard, soft, smooth or rough). Chemirac 
Ink, flowing througk 2 special chemically- 
treated felt tip, marks perfectly on glass, 
paper, wood, freezer wraps, foils, rubber, 
metal, cellophane, plastic, polyethylene, 


eardboard, ceramics, cloth, burlap, ete. 


Yt Pe ie 





—— CALCULATING MACHINES 
[Prag 


Easy cutting or notching of the long felt 
tip produces fine, heavy, double lines or 
unique art effects. Pen comes pre-inked, 
ready to use. Controlled ink flow, leak- 


proof rubber washers and metal tip pro 
tector prevent leaking. Chemirac’s light 
weight, unbreakable Chemiplastie body 











DIEHL G MBH. RECHENMASCHINENFABRIK NURNBERG STEPHANSTRASSE 49 RUF: 4994 


For More Information Circle No. 309 
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MEMO 
AND 


5 


payroit 


8 
STATEMENT AND 
LEDGER FORMS 

g 


A 

CONTINUOUS . 
stock TAB FORMS 
10 


PADLESS 
gusBer STAMPS 
12 


QUOTATION FORM 


EMPLOYMENT 
APPLICATION 
13 


CELLOPHANE 
TAPE 
17 


MISCELLANEOUS 


GUMMED LABELS 


STANDARO 
orrice PADS 


yett 


ENVELOPE s 
20 


ACETATE 
PROTECTORS 
AND COVERS 

22 


AND 
SCRATCH pads 
23 


TELEPHONE 
MESSAGE BOOK 
24 


———— 


——— 
CROMWELL P 
RINTERY, INC 
. * CHURCH AT BLEECKER + ALBANY 1, N 
, N.Y. + TELEPH 
ONE 62-5567 


a 
For More Inform tion Circle No. 206 





Have You Heard About . . Have You Seen 


CONVOY “Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE 
record storage FILES 


Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They're shipped 
assembled, ready for use. 


NOW-—smooth, staple-free 
fronts make them suitable 
even for “front-office” use. 


Available in letter, legal, 
check, deposit slip, tab card 
and many other sizes. 
*CHEM-BOARD IS RIGID- 

IZED CORRUGATED BOARD 


PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. 


STATION B, BOX 216H 
CANTON 6, OHIO Ss 
For More Information Circle No. 310 


“FEDRON" 
PLATEN RECONDITIONER 


Puts a ‘NEW LOOK" 
On Old Platens Instantly 
Swells indentations and 
pits. Removes glaze, re- 
storing original dull, slip- 
proof finish. No mess, 
speeds up service and 
shop jobs at a cost of less 
than |/3c per platen. 


WRITE FOR 
LITERATURE & PRICES 


Federal Mining & Mfg. Co. 


222 Kearney Ave., Jersey City 4, N. J. 
For More Information Circle No. 311 
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lasts a lifetime and can be easily refilled. 
Each pen cap is color-matched to the ink 
it earries. Chemirac Ink, in color-matched 
squeeze-dispenser bottle with handy noz- 
zle tip, makes refilling easy and econom- 
ical. The refill is 69c. Ink and pen colors 
are violet, red, orange, yellow, green, 
blue, pink, brown, sky blue, black. Pens 
and ink refills are individually boxed and 
a peek-in window identifies the color. 
For More Information Circle No. 134. 


EASEL LOOSE LEAF BINDER 

MeMillan Book Co., 701 E. Genesee 
St., Syracuse 1, N. Y., makes the E-Z 
Easel Loose Leaf Binder which opens in- 
to a raised easel position for easy read- 
ing presentation or posting. In opened 
easel position, the McMillan construction 


props it up at a desired reading angle au 
tomatically. A salesman 
tra touch to his 


that ex 
presentation, for in 
stance, when he and his prospect can 
both read easily from the E-Z Easel 
Binder which is a quality ring binder at 
tached to a prop-up easel support, with 
no buttons, props or panels to manipu- 
late. It is bound in rich brown, leather 
cloth; sturdily constructed and contains 
MeMillan Slide Lock Ring Metals. For 
More Information Circle No. 101. 


adds 
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MEMO TO OFFICE MANAGEBS: 


SEE THESE NEW HELLER PRODUCTS AT 
THE CHICAGO 0.M-A. SHOW, BOOTH 66 











UPPER LEFT... This new 

machine offers a wide choice of models 
specific needs in dating, numbering, 
stamping, check signing and endorsing 

2 

UPPER RIGHT ... The Roberts 88, hand 
somest and most versatile desk-type numbering 
machine yet developed. Printing head swivels 
forward 120 degrees for easy access; offers 
choice of six interchangeable heads. Reversibl« 
non-metallic platen; handles up to 20 carbons 


AT LEFT .. . The new Roberts 


Punch-Reinforcer punches 


larget 

es precise holes ) 
}-ring binders and at same time automatically 
applies a patch of strong, almost invisible re 
inforcing tape around the vulnerable toy 
bottom holes. ' 





Ihe business products pictured on this 
are only three among hundreds in the 

plete Heller line. See them at Booth 6¢ 

cago Business Show, March 11-14, or writ 
literature, 


THE HELLER CORPORATION 


> 700 Jamaica Avenue Brooklyn 8, New York 











For More Information Circle No. 392 





AJAX devices for numbering, dating, time-stamping, check writing and 
endorsing... ROBERTS numbering machines . .. AMERICAN perforators 





PROTECT Your 
Business Machine Records 
ACCOPRESS PIN PRONG BINDERS 


If your business machines use marginal pre-punched sheets, 
the Accopress Pin Prong Binder is made especially for them. 


As an indispensable aid to orderly, safe filing—temporary or 


permanent—Accopress Pin Prong Binders give you the added 4 


features of loose leaf convenience with economy. 


Like all Accopress Binders the “9000” Pin Prong line stacks flat, comes 
in a wide variety of sizes and with fasteners for either 6” or 844” centers. 
Made of heavy long lasting pressboard or heavy binder board covered 
with canvas or black pebble grain cloth. 


Dress up your files, protect your records. Ask your stationer to 
show you Accopress Pin Prong Binders—and the whole Acco line 
for greater filing efficiency. 


ACCO PRODUCTS 


A Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 





For More Information Circle No. 271 
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SWIVEL CHAIR 
Invincible Metal Furniture Co., 2600 | 
Franklin St., Manitowoc, Wis., makes 
the No. 920 Swivel Arm Chair with back 
and arms upholstered in nylon reinforced 
plastic material of a color to match the 


frame. Seats are well cushioned with good-bye 
molded foam rubber pads over deep coil | mistake! 





you erase without 
a trace 


Smart Secretaries and Typists 


springs. Backs are padded and filled 
with plasticized cotton. The steel base 
tilting mechanism has a long wearing ny- 
lon thrust bearing. Chair coverings are 
available in vinyl, elastic vinyl, and 
elastic vinyl and plastic combinations. 
A matching side arm chair with swept 
back legs is also made. For More In- 
formation Circle No. 152. 


depend on EraserStik to 
make erasures without leav- 
ing tell-tale ghosts. 

EraserStik removes a single 
letter without blurring the 
word. Perfect for pencil, ink, 
typewriting. Ask your Sta- 
tioner for the original pencil- 
shaped, white-polished 


RBON 


EraserStik. 

7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser. 


| POE 
> 
>) 
o 
= 

oO 

cere | 
SI 

| 2 


HANGING FILE FOLDER 

Daco Card & Index Co., 301 Congress 
St., Boston 10, Mass., makes the Duofold 
Plas-Tab Hanging File pocket, a hang- 
ing file folder with features which pre- 
vent papers falling out. Its expanding | 
side and bottom gussets keep loose papers |  § af 
in place and protect them from loss and | gam a 


damage. A large number of loose papers | 
may be kept together in a single file | A.W.FABER-CASTELL 
pocket for easy, safe reference. The | PENCIL CO., INC. NEWARK 3.N. J 


folder has a patented plastic tab through 
which the metal rods slide to make the 


FOR OR! 
AND CA 





With Without 
brush 20¢ brush 10¢ 


ISERS TK 


| 
For More Information Circle No. 312 
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STYLED IN WOOD 
by WORDEN of HOLLAND 


400 SERIES 

Ge” x 3e" 
A complete line of commercial 
type office desks, chairs and 
leather upholstered furniture. 


WRITE FOR CATALOG AND DETAILS 


the WORDEN company 


HOLLAND 


MICHIGAN 


For More Information Circle No. 313 


GINGHER 


WARDROBE RACKS 


for the organized office 


An office can be only as effi- 
cient, and a waiting room only 
as neat, as its furnishings per- 
mit, Nothing detracts so much 
as coats and hats dropped on 
chairs or hung on old-fashioned 
hall-trees. A line to Gingher 
will bring a quick solution to 
your problem. 





30 SECOND ASSEMBLY 


No nuts, bolts or screws. In- 
sert upright post into base and 
slide top over post. Sturdy and upright; no 
wobble, Units can be locked together instantly 
side by side and/or back to back or changed 
to any desired arrangement. 
Many other designs 
and capacities avail- 
able. 


Space Master 
Send For Literature 
DEPT. 0-17 VALETS 


314-328 DEPOT ST., SCRANTON 9, PA. 


For More Information Circle No. 315 
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, tab an integral part of the file pocket. 


ODERN BEAUTY | 


Tab can be easily removed or adjusted 
and the heavyweight plastic will last in 


definitely. All standard plain and 


These file 


pockets are available in both letter and 


printed inserts are available. 


legal sizes to fit all hanging files. For 
samples, Circle No. 102. 


FILM FOR OFFSET 
Ampto, Inc., Hicks Ave., Newton, N. J., 
makes films, processing materials and 
equipment for office offset duplicating. 
High contrast negative film copies for 
making offset plates can be made for ap 


proximately 30 cents each. Paper print 


en 


proofs can be obtained without press 
makeready and before processing of off 
set plates. Opaquing time and costs can 
be reduced by an inexpensive process of 
creating a second negative and overlay- 


ing the two when making the printing 
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Suddonly vith. Clony meng gi is youn bes: gil 


Suddenly her job’s a joy with Clary’s easy 
multiplication and division—Power Controls—comfortable 
keyboard—hummingbird speed and humming quietness. And 
now a choice of 5 Clary colors, in 10-Key or Full Key! Just 
call the nearest Clary dealer or Factory Branch 
Office in your yellow pages. 


BUSINESS MACHINES DIVISION 
CLARY CORPORATION 
SAN GABRIEL, CALIFORNIA 


creator of modern adding machines cashr gisters. < 





For More Information Circle No. 221 
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7% ot- Kets me eo K —s Qe me me  -y | 
+2 i. a os ooh yo lo hel E-books Moskos ot — me a 


*|ndependent surveys comiparing shelf and drawer filing show approximately 
50°; savings in personnel TIME. No time wasted opening; closing drawers. 
Doors give shelf work surface. *Floor SPACE savings amount to 42-50°;, due to 
greater capacity, 30-inch aisles. *When you save time and space, you save 
MONEY. Doors protect against dust, dirt and fire. Welded Spacefinders can be 
moved with contents intact. Write for illustrated Spacefinder literature today. 


FPrRonpDuUuU Cc TF S&S co. 


For More 
Information 


Circle No. 273 








plate. The same processor (costing less 
than $100) used in the reversal litho- 
negative process can be used to make in- 
expensive photocopies. Ampto materials 
and techniques simplify 
when camera reductions or enlargements 
are not required. Ampto WP (water- 
proof) Reversal Negative is used with 
Ampto Positive Thin Film to produce a 
high contrast negative film copy of origi- 
nal material including printed matter, 
typing, halftones to 85 screen, written 
matter and linework. Because it is pro- 
cessed with a yellow filter, the Reversal 
Negative picks up blues and other colors 
with blue values. Exposures, by either 
the reflex or print-through processes, can 
be made in virtually any exposing unit, 
platemarker or light box. Exposure times 
range from 30 seconds, depending on light 
source. Processing is done in ordinary 
subdued office light in the Ampto Re- 
versal Transfer Machine or in the Con- 
stat. These units retail for under $90 
(to process negatives to 9” wide) and 
under $150 (for 14” widths). Processing 
time is 10 to 15 seconds. WP Reversal 
Negative and Thin Base Film is sold 
at $29.75 per 100 sets of the 814” x11” 
size. For More Information Circle No. 
163. 


CORRECTION 


On page 174 of the January issue of | 


THE OFFICE, an automatie typewriter 
was described as having an ‘‘exclusive’’ 
feature which allows the unit to be op- 
erated either from a record roll or from 
the keyboard. Actually, the Auto-Typist 
of American Automatic Typewriter Co. 
has had this feature for almost three 
years, and an attachment allows any reg- 
ular Auto-Typist machine to be operated 
either from the typewriter or from the 
record roll. A second electric typewriter 
will simultaneously type duplicate letters 
from the same record roll, or the auxili- 
ary typewriter will duplicate only the 
manual typing on the master machine, 
as for addressing envelopes. For more 
information on the Auto-Typist, Circle 
No. 164, 


Tue Orrice—March, 1957 


platemaking | 





5 om ook, EE ce 
CHECKS ON 
LITHOSTRIP 


(Orel siiial io) tm ale) da at-] 


up to 90% of. sorting costs 
with automatic reconciliation 


s AVES 


NOW! 


PRE-PUNCHED, PRE-NUMBERED TAB CARD 
CHECKS “‘ride free’’ on CONTINUOUS forms... 
useful on tabulators, teletypes or typewriters. 


CHECK RECONCILEMENT is obtained at a tiny 
fraction of manual cost by using punched card 
sorter, collator and tabulator. 


ELECTRONIC CHECKS also available on Lithde 
sets . . . requires no change in your presen? | 
method of preparing checks. 


We engineer many types of office 
forms. CONSULT US. 


( ero 
$00 BITINER ST ST. LOUIS 15 MO 
For More Information Circle No. 284 


TYPE X Teirecle 


GONE FOREVER are the messy, 
dirty, old fashioned brush and solvent 
that smears fingers, or gums which 








must be kneaded before using. 

Now you can offer your customers the 
new “Typex”’, the modern type clean- 
ing device, with interchangeable ad- 
hesive refills. Keeps type sparkling 
clean. Works fast. Write for free 
folder at once. 


MICHAEL FRUMKIN 


For More Information Circle No. 285 





‘Walden, 


are a MUST for me!" 


e says Jon Gnagy 
Well-Known American Artist 


“They erase cleaner... 


I've ever used.” 


FOR EACH SPECIFIC 
Drawing * Writing * Typing 
‘job, there's a Weldon Roberts 

LABOR-SAVER . ERASER 


Weldon Roberts world-wide eraser leadership 
is the result of Four Generations of Quality 
Manufacture. 
Write for our newest SEE-IT-IN-COLOR book- 
let O-3, illustrating the entire Weldon Roberts 
line. 

WELDON ROBERTS RUBBER CO. 


365 Sixth Avenue, Newark 7, N. J. 
World's Foremost 


For More Information Circle No. 317 
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instantly and they | 
are more dependable than any other erasers | 





LITERATURE 
from the 
Manufacturers 


Carbonless Forms 

Modern Business Forms Mfg. Co., 329 
W. Court St., Cincinnati 2, Ohio, offers 
distributors printers a new, copy- 
righted 
than two dozen sizes and styles of forms 
made on NCR (no 
The list 
over statements, 


and 
Price Catalog, illustrating more 
carbon required ) 
fold 


fold-over, and 


paper. embraces flat and 


two-part 


= : RR res ee 
| NEW... Adcéew method of p 


ricing | 


& 





find statement with the 
lower portion on NCR coated back and 
the upper, or line-find bond 
paper, which eliminates offset when fold 
ed over the top of the ledger. Both sheets 
are fused into a single unit. Ledger cards 


a line made 


section, on 


on green tinted ledger stock are avail- 
able for use in with the 
above. Other NCR products presented in 
this simplified 
sets, three-part 
and blank 
continues to 


conjunction 


Catalog are 
letter 
for imprinting. Modern 
make 


Price snap 


reply sets 


sets, 
sets 


carbon interleaved 
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sets and statements which is the domi- 
nant part of their business, and all items 
are available with interleaved carbon. A 
feature of this catalog, which will be 
appreciated by users, is the pricing of 
NCR snap sets immediately below the 
same size and number of parts in carbon 
interleaved sets. This permits the dis- 
tributor to see at a glance the difference 
in cost between the two styles of forms 
but, with the NCR sets listed in a dif- 
ferent color, the danger of pricing forms 
from the wrong column is minimized. The 
catalog is available only to distributors 
and printers from whom users of forms 
can secure all information. For the cata- 
log, Circle No. 147. 


Offset Equipment 

Foster Mfg. Co., 13th & Cherry Sts., 
Philadelphia 7, Pa., has published a new 
catalog of storage equipment for the 
offset field including plate filing cabinets 
for Multilith and Davidson presses. Also 
of interest are 14 new models of multi- 
purpose storage cabinets for artwork, 
negatives and cuts. All items are illus- 
trated and catalog contains full specifica- 
tions and prices. For a copy, Circle No. 
156. 


Wholesalers’ Records 


Rand Div., Sperry Rand 
Fourth Ave., New York 10, 
N. Y., offers a 24-page illustrated booklet 
describing the use of proper inventory 
control to balance stocks, reduce costs 
and increase profits in wholesaling opera- 
tions. As inventory represents the great- 
est portion of capital invested by the 
wholesaler, its control is the backbone of 
all his operations. Slow inventories in- 
crease carrying costs, eating into profits. 
Individual item control, based on a com- 
plete record of orders, receipts, and cost; 
a record of disbursements and balance 
on hand; and an historical record of 
trend and usage, is the key to inventory 
profits. These three vital records, housed 
together in a single Kardex pocket, are 
quickly available for ready reference. 


Remington 
Corp., 315 
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Supplemented sometimes by auxiliary 
ecards and Graph-a-Matic signals, they 
provide an immediate answer to the ques- 
tion, ‘‘How much should be ordered?’’ 
There are units to fit 
perial Kardex, electrically 
Robot-Kardex, Mobile Kardex, and In- 
sulated Safe-Kardex. For a copy of the 


booklet, Circle No. 166. 


every need: Im 


mechanized 


till you have seen 


THe 


the man from CELBE) 


UNE 


Here’s a work simplification 
move you'll want to consider! 


uy 


COMPLETE 


Steel Cabinet and 6 clip binders 
in matching office gray. This 
all-new subject reference file 
cabinet is compact, convenient 
and versatile. Keeps important 
facts at your fingertips. No 
more file safaris! 


Elbe File « Binder co. inc. 


FALL RIVER, MASSACHUSETTS 
New York Showroom: 411 Fourth Ave. 


ONE OF AMERICA’S LARGEST MFRS OF LOOSE LEAF PRODUCTS 


For More Information Circle No. 287 





seat a 2over stock supplies, and how 
Plastic Binding ed eee ae ee 
they work. The plastic binding comes in 


‘ a AT T >. ‘ J ‘ . 
Cummins-Chicago Corp., 4740 N. Rav a choice of colors and diameters and can 


enswood Ave., Chicago 40, Ill., offers an be imprinted for advertising or identifi- 
illustrated catalog, bound with Cummins cation purposes. For a copy, Circle No. 
plastic binding, which describes many 455 ; 

ways to use plastic binding effectively 

and economically for sales reports, legal Lighting Systems 
presentations, catalogs, financial state- Wakefield Co., Vermilion, Ohio, has 
ments, sales manuals and office reports. jccued a 12-page illustrated catalog fea- 
turing new information on Wakefield 
anywhere in the office without detailed juminous ceilings, modular lighting equip- 
training. The catalog explains each piece ment, pendant mounted fixtures, and the 
of equipment and its function, the bind- announcement of their latest develop- 


Cummins says anyone can bind material 


New mailing scale 
for the small office! 


Now even the smallest office can have a precision-built 
mailing scale that saves postage costs and mailing time—the “4900”, 
This compact little beam scale has a built-in computer that 

shows exact postage required from 4 ounce to | pound. 
Prevents loss of money through the overpayment of postage... 
prevents loss of customer good will through the underpa\ 1yment 
of postage that results in annoying “postage due” 
The **4900” is the newest member of PB’s line of five precision 
mailing scales, for small as well as large mailers. One 
model handles parcel post up to 70 pounds. Ask your nearest 
PB office to demonstrate, or write for free, illustrated booklet. 


a PITNEY-BOWES 


( Mailing Scales 


PITNEY-BOWES, INC. 
—7 3482 Walnut St., Stamford, Conn. 


Originators of the postage meter 
. Offices in 94 cities 


FREE! Handy desk or wall 
chart of Postal Rates, with 


parcel post map and zone 
finder. 


For More Information Circle No. 280 
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ment, the Wakefield 
Lighting System. For 
157, 


High 


a copy, 


Circle No. 


Photocopying System 


Haloid Co., 57-93X Haloid St., 
ter 3, N. Y., offers a two-color brochure 
describing the Gillette Safety Razor 
Company’s use of Rectigraph photocopy- 
ing equipment. The brochure 
and explains how Gillette’s drafting divi 
sion, for instance, uses Rectigraph equip- 
ment to copy 4,000 to 8,000 items a week. 
of the Rectigraph equipment by 
many other Gillette departments are also 
cited. For a copy, Circle No, 154, 


Uses 


Stock Forms 
Tops Business Forms, 107 N. Wacker 
Drive, Chicago 6, IIll., offers their first 
e atalog of Tops Simplified Business Forms 
which illustrates and contains full speci- 


fications for over 50 different forms. The | 


{YOUR IMPRINT HERE: 





book is cross-indexed by the forms’ ap 


plications and their stock numbers for 


quick reference. There is a panel on the 
cover for dealer’s imprint. The 


quirements and makes this 
handy reference book. For a free copy, 
Circle No. 161. 


THe Orrice—March, 1957 


Frequency | 


Roches- | 


illustrates | 


LANSDALE 
PRODUCTS 
CORP. 


Box 568 


Lansdale, 
FASIENS ALL TYPES OF peace 
PAPERS SECURELY AND NEATLY 
One Outlay—No Clips to Buy! 


USE “TENDERFOOT" 


the new Type Silencer $1.20 dz. 


Keep Typewriter Type ""ALWAYS"* clean 
Use ''Dee-R-Tee"’ dry tool $1.10, for Royal $!/.20 








variety | , 
of forms covers all regular business re- | 

| 6 
catalog a 


For More information Circle No. 279 


oN 

“1 do laborless filing, in! 
half the time-with 
CORRES-FILE ® 


CORRES-FILE increases efficiency — saves 
time (50%) and money—improves employee 
morale, by taking the file clerk out of the 


laboring class! PATENTED 
Saves 
TIME, LABOR and 


up to 40% in SPACE! 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 


Westport, Conn. 





Annual Office Management Forum 


(Continued from page 147) 


Starting with Punched Cards Calculators, Electric Typewriters 


We do not plan to purchase addi- We expect to maintain our usual 
tional oftice equipment in the foresee- level of office equipment purchasing. 
able future. However, we may estab- The only office equipment we are con- 
lish a replacement program for some templating purchasing this year will 
of our existing office equipment. be replacements of Comptometers and 

The kind of office equipment which €lectric typewriters. STUART B. 
management can profitably invest in OICKERMAN, Treasurer, Rice Barton 
depends on each individual case. We ©orp., Worcester, Mass. 
are planning a medium size IBM 
punched card installation during 1957. To Mechanize New Offices 
The first application of punched cards 
will be for our payroll and labor dis- We are very much interested in 
tribution. As experience is gained, we mechanizing our office if the cost is 
will review all other accounting and _ justifiable and will result in a monetary 
clerical operations to determine if saving for the hospital. At present, we 
punched card processing is economical. are operating with 150 beds and plans 
—EARL L. KINTER, Administrative are being formulated to increase capac- 
Assistant, Jersey City Printing Co., ity to 250 beds just as quickly as pos- 
Jersey City, N. J. sible. The time required to complete 





; ( B DISTRIBUTORS-PRINTERS 


Get your free copy of new 

1957 copyrighted illustrated 

price catalog showing the 

largest line of N.C.R. forms 

ever presented. These no car 

bon required forms include 

N.C.R. snapsets,—flat and fold 

over statements,—one part fold 

over and the finest N.C.R. line 

find statement being made. Other 

items in the N.C.R. line are three part reply sets,—letersets 

—and blank sets for imprinting. Also shown are many of 
the above in carbon interleaved style 

Sold only through distributors and printers who should 

write on their letterheads, today, now, for their free copy 

of this very new catalog to: 


Vinton MFC. CO. 


329 WEST COURT ST... CINCINNATI 2, OHIO 


For More Information Circle No. 400 
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Quality materials and supplies for’ 


Carbon and Ribbon Manufacturers 


TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons. 





Moller Products Corp. 


21 WEST STREET NEW YORK 6, N. Y., U.S.A. 
Telephone HAno 2-5425 


For More Information Circle No. 207 
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This is the ONE Agency... 








This is the one agency directly 
authorized by Monroe 

for the Foreign Distribution of 
world famous used 

Monroe Calculating Machines. 


CALCULATOR EQUIPMENT CORPORATION 
556 Central Avenue, Orange, New Jersey 





For More Information Circle No. 208 
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this expansion will be from 2% to three 
years. Until the hospital is expanded, 
we hope to continue with our present 
equipment. 

We have not, at this early date, given 
much consideration to the type of ma- 
chines needed. After a thorough study, 
we will be in a better position to deter- 
mine what kind of office equipment is 
best suited to our needs. We are not 
in a position to say whether this will 
be electronic or non-electronic.—A. C. 
WILSON, Office Manager, Davis Hos- 
pital, Pine Bluff, Ark. 


Centralizing Clerical Operations 


We have embarked on an I.B.M. 
gram starting off with the Cardatype 
operation for our billings. We have two 
Cardatype setups. Our 11 branch offices 
eend in work-order sets and all invoic- 
ing is done at the home office. Prior to 
this, each branch office did their own 
billing and forwarding to customers. 
We are lining up our operations so as 


pro- 


7” The "Exec" 


strong... 
dignified 


silent... 


The “Office Manager” 
big and roomy 


to secure additional I.B.M. equipment 
for cost, accounts receivable, payroll, 
etc.—A. RAMSAY GIFFORD, Systems 
& Office Services Manager, Sanborn 
Co., Cambridge, Mass. 


Bank Will Use a Computer 


In commercial banking, there is a 
vast opportunity for electronics to re- 
place both punched card equipment and 
conventional bookkeeping machines. 
This is especially true in the 300 or so 
largest banks. However, electronics is 
expensive and this means that a great 
many functions will prove costly 
with conventional equipment. The vast 
majority of banks are beyond the reach 
of integrated data processing or com- 
puter processing, unless they group 
themselves to use a service bureau. 
Whether or not this is close to realiza- 
tion, it is hard to say. If the efficien- 
cies attainable in the large institution 
are great enough, existence may depend 
upon steps of this nature. 


less 


The “Mail Room" 
Special” 
bigger and roomier 





= The "Stenog” 
a chic, light weight 
</ in her favorite color, ‘too 


There’s a Vul-Cot answer for all of them! 


National Vulcanized Fibre is the versatile light weight 

plas'ic material that makes Vul-Cot Wastebask sts strong, snooth 
and durable... 
Vul-Cots offer a wide variety of distinctive styl2s and colors. 
Vul Cots give real wastebasket value. This is the wastebasket 
line you will be proud to use. 

Sold at stationery storss everywhere. 

For catalog price data sheet write to Dept. LL. 


so durable they're guaranteed for five years. 


/ VUL-COT. wasteeasxets 


s 


/ 


A PRODUCT OF NATIONAL VULCANIZED FIBRE CO. 


WILMINGTON 99, DEL. 


For More Information Circle No. 347 


THe Orrice—March, 1957 


231 





>-L SER 


x 
> 


has the ANSWER. 
to your PROBLEM 


Any employee, with 
no special training, 
can make over 60,- 
000 sorts per hour 
with the E-Z Sort 
System. 


CONTROLS . . . SIMPLIFIES . . . EXPEDITES 


No matter what records you now 
keep, you will widen your controls, 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 
Let us demon- 
strate the advan- 
fages you can 
gain with E-Z 
Sort records, 
tailor-made for any of your office or 
plant procedures. Write today for 
facts. 


E-Z SORT SYSTEMS, LTD. 


45 Second St., Dept. 3, San Francisco 5, Calif. 


Sole MANUFACTURERS of E-Z SORT Systems. 
Over 50 Offices to Serve You. 
For More Information Circle No. 348 
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| 


| 


So far I have discussed the operation 
of those large volume areas, such as 
deposit accounting, loan accounting, 
and dividend disbursing. With proj- 


| ected population figures, it becomes ap- 


*| greatly 
| The 


| The 
| one of degree. 





parent that our volume of all work will 
increase in the years ahead. 
development of electronic equip- 
ment may dim the otherwise rapid 
expansion in use of conventional office 
equipment, but it is unlikely to prevent 
substantial increase of such equipment. 
effect is, therefore, likely to be 

As far the Worcester County 
Trust Co. is concerned, electronics dur 
ing the next two years are going to sub- 
stantially decrease the use of punched 
card equipment. Beyond these two 
years, the primary effect will be in our 
use of electronic bookkeeping machines 
for deposit accounting. We will con- 
tinue our policies of replacement to 
cover expansion of our work. We do 
have a hope of 1957 delivery of IBM’s 
Ramac for use on special checking, in- 
stallment loan, and trust accounting. 
THEODORE kK. KEITH, Assistant 
Treasurer, Worcester County Trust 
Co., Worcester, Mass. 


as 


To Install Tabulating Equipment 


We do not expect to maintain our 
usual level of office equipment. We plan 
to install IBM equipment during 1957 
for payroll, accounts receivable, billing, 
sales analysis and production planning. 
—JAMES R. CONLIN, Factory Manager, 
Hankscraft Co., Reedsburg, Wis. 


Will Add Equipment for Expansion 


Our home office force consists of ap- 
proximately 60 people. The require- 
ments for our office follow the usual 
requirements for operating needs. We 
do not contemplate any large scale pur- 
chase of equipment. We have already 
explored the field for expansion of our 
IBM facility. Also, we are in the proc- 
ess of replacing some of our older type- 
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writers with new equipment. Of course, 
any additional office equipment which 
we may require due to expansion, will 
be purchased as needed.—AUGUST A. 
ZIMMERMAN, Assistant Secretary, 
United Services Life Insurance Co., 
Washington, D. C. 


Replace Present Equipment 


I am quite sure we will maintain our 
usual level of office equipment pur- 
chases in the near future. As to the 
type of equipment in which we can 
profitably invest, I would imagine the 
main items would be the replacement 
of present office equipment, such as 
typewriters, files, office furniture and 
the like. WINTHROP B. OSGOOD, 
M.D., Administrative Superintendent, 
Memorial Hospital, Worcester, Mass. 

(Continued on page 243) 


THE ACCOUNTANT'S 


SLAVE 


Created by a CPA to save auditor's 
time in verifying compufations for 
accrual of certain income and ex- 
pense items, and amortization of 
certain assets. The Slave shows the 
decimal factor to apply against a 
balance to obtain the accrued or 
deferred amount of income or ex- 
pense. The expired or unexpired 
portion of an asset also is instantly 
obtained. No need to count days, 
weeks or months. Promotes accuracy 
when figuring depreciation, insur- 
ance, interest, etc. 

Made of .020 laminated white vinyl 
plastic, 8!/."" x II"", the Slave con- 
tains 


e Decimal factor scales for total life 
periods of I-10, 15, 20, 25 years 
(other periods easily obtained by 
interpolation). 


e Number of days scale. 


12 different fiscal years: 
lower scale for 


e Calendar scales for 
upper scale for unexpired amounts, 
expired or accrued amounts. 


e Complete instructions printed on side. 


Price $3 postage paid. 
WIEDEMAN AND COMPANY, Box 7121 
Aina Haina Station, Honolulu, Hawaii 
For More Information Circle No. 349 


reverse 
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4, pulls the dirt out of type- 


writer type rather than washing 
it into the machine 


Aw 


iM, : 


Press it on all of 
the type. Do not 
rub. 


Flatten the putty 
by pressing very 


Fold the putty 
upward to origi- 
: nal pyramid shape 


NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 
NO HARMFUL FUMES to covse headaches 
or colds. 

To moke neot erasures—just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erase ond there will be no smeor. 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
P.O. BOX 4644 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 350 
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that’s eliminated with 


HYGIENIC 


Foot Comfort 


MATS and RUNNERS 





The quality floor mats that 
reduce fatigue and increase 
efficiency for all who must 
work standing. 


8 Marbleized Colors 


A 
> Secret .- -. 
Heres Mubber tile foo per 
a 
bonded * a 


See your OFFICE SUPPLY DEALER or write 
Flooring Div. Dept. E for details 


THE HYGIENIC DENTAL MFG. CO. 
AKRON 10, OHIO, U.S.A. 


For More Information Circle No. 391 
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NEW BOOKS 


(Continued from page 36) 


THE OFFICE IN TRANSITION by Esther R. 
Becker & Eugene F. Murphy. Harper & Bros., 
49 East 33rd St., New York 16, 200 pp., $3.50. 


In non-technical language, this book 
describes automation as it applies to 
offices, and relates some of the problems 
which have cropped up during the plan- 
ning and installation of automatic data 
processing systems. It covers the prepa- 
ration of work and workers for automa- 
tion. An appendix briefly describes cer- 
tain automatic office machines and lists 
associations and publications in the field 
of clerical management. 


HOW TO WRITE BETTER BUSINESS LETTERS by 
Earle A, Buckley. McGraw-Hill Book Co., 330 
West 42nd St., New York 36, 289 pp., $4. 
The author, who heads the direct mail 

advertising agency bearing his name, be- 
lieves it is an economic waste not to take 
advantage of the power of a good letter 
—regardless of the letter’s primary pur- ' 
pose. The formula for sales letters, special 
letter problems, and how to test letters, 
are some of the subjects covered in this, 
the fourth edition of a book which was 
first published twenty years ago. 


o 


..- and it's signed, ‘The Phaniom of the 
Mailroom’,” 
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IS YOUR BUSINESS GROWING? 


If it is, then your FILES must be growing at a 
proportionate pace! But HOW are they keeping 
pace? Is your index system inflexible, out- 
moded, wasteful? Are additional filing cabi- 
nets eating up more and more valuable floor 
space? Here are 2 products — exclusives of 
Remington Rand—that are engineered ex- 
pressly to meet those “‘growing’’ needs! 
VARIADEX®-— Scientifically developed alpha- 
betic filling—permits UNLIMITED file expan- 
sion without waste. Your files grow automati- 
cally as your business grows...completely 


eliminating costly waste of discarded indexes. 

KOMPAKT —the revolutionary new line of 
files —gives you an extra drawer in every file. 
You can save up to 50% of your costly filing 
floor space ($3.-$6. per sq. foot!) 

Get full particulars on these TIME-SPACE- 
MONEY-SAVING products ... write Room 1326, 
315 Fourth Avenue, New York 10. Ask for LBV- 
666 —‘‘Variadex” and LBV676—“‘Kompakt.” 

Reemington. Fland 


DIVISION OF SPERRY RAND CORPORATION 


For More Information Circle No. 210 
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of the Office 





Annual Microfilm Convention 


The National Microfilm Assn. will hold 
its annual convention at the Sheraton 
Hotel, Rochester, N. Y., April 1-3. Full 
advantage of the facilities available in 
Rochester are assured for those who at- 
tend. There will be the usual speakers’ 
program with ample time for discussion 
periods and round tables. The section of 
exhibits will be of particular interest. 
Special plant tours for registrants offer 
opportunities to see photographic and 
microphotographic equipment and _ sup- 
plies in manufacture. The 
program has been designed to survey 
past progress, to summarize insofar as 
possible the current status of micro- 
reproduction and to look into the near 
future in an attempt to forecast impend- 
ing developments. Full convention regis- 
tration is $25 ($20 if received by March 
15). For details, write Vernon D. Tate, 
executive secretary, Box 386, Annapolis, 
Md. 


process of 


Machine Research Service 


American Office Machines Research 
Service has been resumed by the organi- 
zation which was founded in 1935 in 
Amsterdam. The international edition, in 
English, had suspended publication dur- 
ing World War II although the Amster- 
dam organization managed to keep going. 
Publication was resumed in Europe in 
1950, and it is now available in English. 
It comprises a loose leaf manual on all 
office machines and equipment, made 
throughout the world, which is kept up 
to date by supplements. Full information 
can be had from International Office Ma- 
chines Research, 18 Tesselschadestr., 
Amsterdam W, Holland. A sample copy 
is $1.50. 
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News Finance Officers to Meet 


A western regional spring conference 
of the Institute of Newspaper Control- 
lers & Finance Officers will be held May 
2-4 in the Olympic Hotel, Seattle. W. J. 
Pennington, business manager, Seattle 
Times, is chairman of the convention, 
and James M. Fox, manager, 
Yakima Republic & Herald, is co-chair- 
man. Program chairman is Robert D. 
Young, controller, Portland Oregon 
Journal. 


business 


AMA Center in Mountains 


The Trudeau Sanatorium at Saranac 
Lake, N. Y., will become a management 
educational and research center of 
American Management Assn., it was an- 
nounced by Lawrence A. Appley, AMA 
president. The association will purchase 
the 90-acre Adirondack property with its 
more than 60 buildings for use as a spe- 
cial management center to expand its 
programs of seminars and courses, and 
research in the science of management. 


Film on Data Processing 


Educational Film Sales Dept., Univer- 
sity of California, Los Angeles 24, Calif., 
has produced a 15-minute color film, 
‘*Eleectronic Computers Improve Manage- 
ment Control,’’ which shows a typical 
manufacturing organization when a large 
order is cancelled because of delays in 
producing the required amount of mer- 
chandise. The history of the order is 
traced step-by-step from order placement, 
to inventory check, to material requisi- 
tion, to production. The culprit is found 
to be paperwork delays, resulting in lack 
of management control. The film can be 
bought for $150 or rented for $10. 
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EM MERT 


COUNTER-BALANCED 
FULL-SCALE 
DRAFTING UNITS 


@ Full-scale drawings contri- 
bute more towards the elimin- 
ation of costly design and 
manufacturing errors than 
any other factor in the draft- 
ing room. 


Emmert Full-Scale Drafting Units equipped with Emmert Micro-Drafters provide the operator 
with the most accurate, efficient and easy to use drafting unit ever manufactured. Position changes 
to any area of the board surface can be accomplished in seconds—there are never any blind spots. 
Long, continuous, parallel lines, either horizontal or vertical, may be drawn the entire length 
and height of the board with an accuracy unmatched by any other drafting equipment. The 
Micro-Drafter’s Micro-matic Quadrant provides rapid indexing from 0° to 360° and adjustment 
to 2/2 minutes with absolute accuracy. 


Perfectly counter-balanced and equipped with self-aligning bearings, the units raise and lower 
with a smooth gliding action. Once positioned, the unit remains in place without locking . . . there 
is never any annoying gradual sinking. 


Emmert Full-Scale Units are made in 44 standard sizes, from 42” x 72” to 11’ x 30’, as well as 
custom sizes to meet any particular demand. One installation alone employs 15 Emmert Full- 
Scale Units, 7 feet high by 141 feet long. 


@ Both the automotive and airplane industries have been quick to recognize the tremendous 
advantages these Emmert units offer. Won’t you write us today and learn how advantageously 
these units can work for you? 


Address inquiries to Emmert Mfg. Co., Dept 0, Waynesboro, Pa. 


ee, ee ee) ae 


DEAW.S THE. AC CHRRPATE LING 


EMMERT MANUFACTURING COMPANY 
WAYNESBORO-) @ PENNSYLVANIA 


For More Information Circle No. 402 
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This Baltimore Business Form 


may be all the Automation you need/ 


Salesman writes order, invoice, 
delivery receipt, accounts receiv- 
able, auditing copies all at one time 
This Handyset Form (above) is auto- 
mation-in-disguise for many thriving 
businesses. Designed with the help of a 
Baltimore Business Forms expert, it’s 
helping many companies reduce clerical 
errorsandoperational costs. It’s delivered 
with carbons inserted and ready for 
writing. At point of sale, salesman not 
only makes original record but the deliv- 
ery receipt and invoice as well... your 
overall operation is simplified. 


New forms are being designed every 
day by Baltimore Business Forms “‘sys- 
tem planners.’”’ Take advantage of their 
years of experience. Have our local 
representative check your operation for 
new cost-cutting, through better business 
forms planning! 


Free samples and recommendations are 
yours on request, no obligation. Call 
your Baltimore Business Forms repre- 
sentative listed in the Yellow Pages 
or write direct to: THe BALTImMorRE 
Business Forms Co., Dept. A, 3144 
Frederick Ave., Baltimore 29, Maryland. 


he Baltimore Business Forms Company 





(THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 


For More Information Circle No. 209 
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Prizes for Offset Work 


An award program to promote the 
highest standards of lithographic repro 
duction and pay recognition to individual 
lithographers, platemakers and pressmen 
for outstanding work, was announced by 
Minnesota Mining & Mfg. Co. Ten cer- 
tificates and cash awards will be made 
each quarter of 1957, according to C. W. 
Goodsell, general sales manager of 3M’s 
Printing Products Div. The competition 
is open to any entry reproduced from 3M 
brand presensitized lithographic plates. 
Winners will be chosen by an impartial 
board of judges. Entries received after 
March 31 will be entered in second quar- 
ter competition. Selection of winners will 
be based upon printing definition, ink 
coverage, intensity of solids, register, dot 
structure and esthetics (layout, art, 
paper selection). 


Fite Enters Consulting 

Harry H. Fite was appointed 
president of Lester B. Knight & Associ- 
ates, consulting engineers. He will man- 
age the Washington, D. C., office at 917 
15th St., N.W. Mr. Fite, who is a con- 
tributor to THE OFFICE, was at one 
time deputy chief of the government- 
wide management improvement program 
of the U.S. Bureau of the Budget. 


vice 


Computer Withstands Tests 


A Monrobot V electronic surveying 
computer, developed by Monroe Calcu- 
lating Machine Co. in conjunction with 
the Army’s Engineer Research & Devel- 
opment Laboratories, Fort Belvoir, Va., 
has successfully completed what are be- 
lieved to be the most rugged temperature 
and road tests ever applied to an elec- 
tronic computer. After being subjected 
to a series of climatic tests ranging from 
73° below zero to 165° above, only rel- 
atively minor adjustments were neces- 
sary for accurate performance. It was 
then shock-mounted in an Army van and 
driven over ten miles of washboard, 
radial, single corrugated, Belgian block 
and Burma Road courses at Aberdeen 
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Proving Ground; and came through with 
nothing more than a short in a resistor. 
Melvin C. Shetler, chief of the surveying 
branch at the Fort Belvoir Laboratories, 
and Clarence W. Kitchens, Laboratory 
Project Engineer, stated that the success- 
ful conclusion of the tests marks an im- 
portant milestone in the development of 
electronic computers. 


Summer Computer Courses 

Wayne State University is offering its 
fifth summer program of three weekly 
courses in automatic data 
Introduction to Computers and Their Ap- 
plications, June 3-8; Data Processing in 
Business and Industry, June 10-15; In- 
dustrial and Management Computer Ap- 
plications, Sept. 9-14; For descriptive 
literature, write A. W. Jacobson, director, 
Computation Laboratory, Wayne State 
University, Detroit 2, Mich. 


processing: 


Easing Engineer Shortage 


Low-cost digital computers can help 
ease effects of the national engineer 
shortage by extending an engineer’s 
ability to perform, according to Maurice 
Horrell, general manager of the Com- 
puter Div., Bendix Aviation Corp. Mr. 
Horrell emphasized that he was speaking 
of computers priced around $50,000. 

**An excellent example of the impor- 
tance of the low-cost computer as an 
extender of engineering talent can be 
found in the nation’s Interstate High- 
way Program,’’ said Mr. Horrell. ‘‘Tf all 
this year’s graduates of civil engineering 
colleges went into highway design, there 
would not be enough to satisfy the cur- 
rent needs. Part of this slack can be 
taken up by general purpose computers 
figuring earthwork on highway and free- 
way routes. Computers, in conjunction 
with aerial photography and contour 
mapping, also solve problems of high- 
way routing in a fraction of the time re- 
quired by crews of civil engineers and 
surveyors. ’’ 

Airframe manufacturers, hampered by 
the shortage of engineers, designers and 
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SYVTRON V "Vibrating" 


ENVELOPE JOGGERS 


-speed office procedure. Syntron 


Jog- 
gers quickly loosens and shakes 





Electromagnetic Envelope 
down contents of envelopes so 
that manual or automatic letter 
openers will not cut and tear let- 
ters. Also ideal for filing depar- 
ments, sales manual assembly and 
other office duties. Efficiently 
handles all weights of paper stock. 
Built for long, dependable, main- 
tenance—free service. 
Available as table deck 
or bin type jogger 


Write for complete data—F REE 


SYNTRON COMPANY 


715 Lexington Ave. Homer City, Pa. 
For More Information Circle No. 393 
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draftsmen, can make a mathematical 
model and reach a logical design under a 
wide variety of conditions, in a com- 
paratively short time through use of the 
general purpose computer. In the chemi- 
eal, oil refining and other processing in- 
dustries, a general purpose computer can 
reduce any physical quantity to digital 
information which gives the supervising 
engineer a short-cut to fast and efficient 
operations. Bendix digital computers are 
being applied to many such applications. 


Records Management Service 


Robert A. Shiff, president of National 
Records Management Council, announced 
the formation of Naremco Services, Ince., 
a management consulting service or- 
ganized to help industry and 
reduce paperwork costs. Operating as a 
wholly owned subsidiary of the National 
Records Management Naremco 
extends the council’s research 
and educational services. Headquartered 
in New York, the company has regional 
offices in Chicago and San Francisco. 


government 


Council, 


Services 


Contest for Secretaries 


‘*‘Why I Want My Boss to Have an 
Executive Furniture Guild Office,’’ a con- 
test for secretaries, by Ex- 
ecutive Furniture Guild of America, was 
announced by George W. Reinoehl, ex- 
ecutive vice president. The winner re- 
ceives for her boss a luxurious Executive 
Furniture Guild office, complete in every 
detail down to desk accessories and ash 
trays. For her thoughtfulness in want- 
ing him to have such an office, she’ll get 
one for herself, too. Both offices will be 
tailored to their work and color 
preferences, and feature the newest line 
of Stow & Davis furniture. There is also 
an all expense paid, one-week trip for 
two to Honolulu next January; a trip 
to New York City, Sept. 9-11; and two 
complete ensembles—a going-away outfit 
and one for her office life. Winner takes 
all prizes. Contest closes April 15 and 
the winner will be announced at the 
National Secretaries Assn. Convention in 


sponsored 


needs 
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St. Louis, July 17-20. A handbook of 
rules and entry blank can be obtained 
from Contest for Secretaries Dept., Ex 
ecutive Furniture Guild, 141 East 44th 
St., New York 17. 


Electronic Air Cleaning 
Electronic air cleaning will 

into a $90-million annual 

1962, it was predicted by John E. Haines, 

vice president in charge of Minneapolis- 

Honeywell Regu- 

lator Company’s 

commercial divi- 

sion, which makes 

an electronic air 

unit to 


expand 
business by 


cleaning 
clean air by deliv- 
ering a 13,000-volt 
blow to tiny air- 
borne particles. R. 
H. Jacobs, sales 
manager for 
Honeywell’s air 
cleaner division, 
pointed out that 
most of the stain- 
ing power in air- 


fice buildings showed that owners spend 
57¢ per sq. ft. to keep rental space clean. 
A Minneapolis bank building 
$175,000, including $12,500 for washing 
the inside of windows and $10,000 a year 
for washing walls. Up to 3 billion par- 
ticles of foreign matter are contained 
in one cubie foot of air. ‘‘In its life- 
time,’’ Mr. Jacobs said, ‘‘a tire produces 


spends 


750 billion particles of rubber. When all 
of the tires on the streets today are worn 





borne dirt is in 
particles too small 
to be effectively 
handled by ordi- 
nary mechanical 
filters. These par- 
ticles, less than 
1/5000” in size, 
indirectly account 
for nearly one- 
fourth of the total 
operating cost in 
a building. This’ 
includes washing 
and 
walls, painting, 
losses from soiled 
merchandise, time 
spent cleaning 
typewriters and 
other office ma- 
chines. A nation- 
wide study of of- 


windows 


























to a desk” 


small investment—BIG RETURN 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 


4 DECORATIVE COLORS 
green-blue-sandtone-gray 


e less time wasted 
e better efficiency 
e less than 1c a day for one year 


with long life ahead 


Send for free comprehensive report on sharp- 
eners, Booklet N. 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 


For More Information Circle No. 379 
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out, they will have added something like 
169 quintillion particles of foreign mat- 
ter to the air around us.’’ 


Rise in Basic Clerical Pay 

To provide a trend comparison of of- 
fice salaries over a ten-year period, Na- 
tional Office Management Assn. compiled 
comparative data on seven basic clerical 
jobs in 1l 1947-1956. The 
were private secretary, telephone 
operator, typist and junior), 
transcribing machine operator, and sten- 
The 


jobs are 


cities, from 
jobs 


(senior 


ographer (senior and junior). 
bined salaries of these 
67% higher than in 

Increases 
first four years. In 


were $3 


com- 

seven 
1947. 
week 


now 
were $2 per for the 
1951 and 1952, in- 
over preceding years. 
This jumped to a $4 increase in 1953. 
In 1954, the same jobs saw only a $1 
1955 
the increase climbed back to $2, and last 
year there was a $3 increase. 


creases 


increase over the previous year. In 


Salaries doubled during the past ten 


the 
the 


increases, 


years for 
city. All 
substantial 


seven jobs studied in one 
showed 

54%. 
by private 
ten 
operators 


remaining cities 
the 


The greatest gains were made 


lowest 


secretaries an 82% increase in 
Next 


with 74% more pay than in 1947; 


years. was telephone 
typists 
(senior and junior) had 71% more; tran- 
seribing machine operators, 68% more 
Cities fur- 
nishing the data were: Calgary, Canada; 
Milwaukee, Philadelphia, Detroit, Des 
Moines, Stamford, Conn.; Boston, New 
York, Grand Rapids, Mich.; Atlanta, and 
Seattle. Highest paying clerical job, in 
both the U.S. 
clerk 


secretaries 


and stenographers, 67% more. 


and Canada, is still ac- 


counting (senior bookkeeper). 


Private and cost elerks are 


next. 


A Purchasing Dept, Idea 

When 
ney W. 
Addressing Machine Co., Mount Prospect, 


making his initial call on Sid- 


Lent, purchasing agent, Weber 


[ll., every vendor’s salesman is asked to 


ence 3 form may. A 


Under one lens is a portion of a B-V QUALITY business form; 
the other shows 3 details of manufacture which cause trouble 


in usage. Can you find them? 


For correct answers—and for SNAPAPARTS and TABU- 
LATING forms of highest quolity—see your nearest B-V 


representative. 


lon) on] oe) — | — eva — 1 ie — 
—prcorporated 


1735 EAST 30th ST . CLEVELAND 14.0 


Sales Offices and Dealer 


The Mark of Quality 


in Principal Cities 


For More Information Circle No. 351 
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fill out a card at the receptionist’s desk. 
A stub on the card explains that while 
immediate need for his product may or 
may not exist, his call is appreciated 
and should be recorded so that he can be 
contacted quickly and easily. The sales- 
man fills in his name, address, phone 
number, company name and major prod- 
uct or services. After removing the stub, 
the 34%” x5” ecard is filed by product 
in the purchasing department’s perma- 
nent Reaction from 
favorable. 


records. salesmen 


has been very 


1957 Annual Office 


Management Forum 
(Continued from page 233) 


Buying Modern Machines 

We are planning in this office to 
continue with a gradual standardiza- 
tion of office equipment, mainly electric 
calculators and electric typewriters. We 
have replaced two of our eight manual 
typewriters with electric IBM machines 
and we will continue to replace the 
manual machines. This year, we ex- 
pect to modernize our bookkeeping ma- 
chine and replace our present old-style 
electric accounting machine with one 
of the more modern ones.—K. A. TOR- 
MOEHLEN, Office Manager, Smith & 
Crakes, Eugene, Ore. 


Discard Obsolete Equipment 


Our company expects to maintain 
the usual level of office equipment pur- 
chasing in the foreseeable future. In 
view of the extremely competitive situ- 
ation in which most companies find 
themselves, it will be important for 
companies to discard obsolete equip- 
ment as rapidly as possible and sub- 
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NO OTHER 


PAPER CUTTE 


FOR te OFFICE IS BUILT 
» TO SELL/SO LOW! 


The Michael 
Paper Cutter 
3 Sizes 

BS", 14” 
and 203” 


For all mimeograph, “~ 
duplicating, small offset 
or reproduction departments; 
for stationers, advertising agencies, “ 
photo finishers, banks, insurance 
companies, schools, colleges, small * 
printers, letter shops, offset shops. 
Order from your dealer or 


Michael Lith 


INCORPORATED 
145 WEST 45TH STREET 
NEW YORK 36, N. Y. 
Peers ee , 


For More Information Circle No. 352 


3 p ft 0 N PROBLEMS 


SOLVED ——_ 
1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 


tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 
Room 710 
New York 16 











For More Information Circle No. 354 





VENUS CROSSED THE PEN 
” 


AND PENCIL 





iB you today’s new 
writing tool for the office 


This great new writing tool improves effi- | 


ciency, lowers costs because: it combines 
best features of a pencil and ball pen « no 
point to sharpens finest ball mechanism « 
bigger ink supply « in 4 styles for every 
writing job. Order from your stationer, 
29¢and 39¢. Lessin economical dozen packs. 

For free sample, write on your office 
letterhead to: Venus Pen & Pencil Corp., 
Dept. O-3, Hoboken, N. J. 


For More Information Circle No. 355 
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| vest 
| machines 
| sonnel 
| intendent, 


machines, 





| dictating 


stitute more efficient equipment. Desks 
and equipment of more functional de- 
sign, to provide for fatigue and 
easy operation, appear to be in order. 

E. M. KARRMANN, Treasurer and 
Controller, American United Life In- 


less 


| surance Co,, Indianapolis. 


May Refurnish Offices 


It is to be expected that we will main- 
tain our present level of purchase of 
office equipment with exception. 
We are proceeding with a renovation 
program which includes larger office 
facilities and it expected at that 
time, if we have the funds, that we will 
completely refurnish the office areas. 

Management can most profitably in- 
in (so far as we are concerned) 
that will cut down on per- 
time.—-W. M. ASHMAN, Super- 
Conemaugh Valley Memor- 
ial Hospital, Johnstown, Pa. 


Present Machines Hold Their Own 


It is my opinion that the conventional 
equipment, and systems will 
continue to hold their own for some 
time to come. However, unless they con- 
tinue to make significant advances, they 
will lose business to electronic data 
processing equipment. We expect to 
maintain our usual level of equipment 
purchasing. We also have under con- 
sideration studies and possible expan- 
sion with electronic equipment.—L. A. 
MAYO, Controller, Connecticut Light 


one 


is 


| & Power Co., Berlin, Conn. 


Eliminate Old Equipment 


We expect to maintain our usual 
level of office equipment purchasing in 
the foreseeable future. I would be in- 
clined to adhere to the regular pattern 
until such time that a decided improve- 
ment is made in adding, calculating, 
and transcribing machines. 


| I do think it well, however, for those 


in charge of such purchases to review 


| their equipment needs and eliminate as 
| quickly as possible old equipment. This 
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will not only improve the operations in 
one’s office, but would probably hedge 
against further price increases.—J. R. 
HUFNAGLE, Office Manager, Kemper 
Insurance, Chicago. 


Continuous Use Equipment 


The office of today should consider 


both electronic and conventional ma- 
chines and equipment, with systems 
tied in to give the required results most 


THE NEW POWERMARK 
NUMBERING-DATING 
MACHINE 


HAS POWER FOR PRINTING 
. » « POWER FOR INKING 


for carbon-interleaved forms, invoices, insurance 
certificates, purchase orders. 
Anyone can operate the 
Powermark to print client 
numbers, identification codes, 
check numbering, inspection 
coding, etc. Machine num- 
bers consecutively, repeat or 
duplicate, Easily prints 8- 
copy carbon-inter- 
leaved sets. Can 
be furnished to 
meet any individual 
requirement such 
as remote trig- 
gering and 
automatic 
feeds. Write 
for complete 

data. 


FORCE WESTERN, Inc. 


434 S. Wabash Ave., Chicago 5, Ill. 


For More Information Circle No. 356 


economically. The best choice will be 
determined according to the size of the 
company, volume, form of presentation 
for accounting and statistics, and the 
time element. A world of investigation 
and consultation is necessary for com- 
parison of efficiency and costs. 

We do not expect to maintain our 
usual level of office equipment pur- 
chases due to recent acquisitions of 
improved conventional machines with 
new tabulating equipment to be de- 


KLEEN-ALL® 


Newly CLEANSING CREAM 
Improved 


Now packed In 
unbreakable 
beautiful Yo th. 
and 1 Ib. 
PLASTIC 
CONTAINERS 


For 
Removing Kleen-All removes stains fast. 
e All Hecto- Leaves hands soft and smooth, Does 
ey not remove or discolor fingernail 
+e polish. A 100% pure cream—no 
' Pay Coreen filler used. Contains no impurities 
& Ribbon which have to be hidden with color. 
Stains The SNOW WHITE cleansing cream 
e Mimeograph made solely of cosmetic ingredients. 
e Multigraph Can be used for removing stains 
e Ball Point Pen 


from clothes. 
Ink Stains CONTAINS LANOLIN 
KLEEN-ALL will not 


deteriorate, harden or shrink 
while standing on your shelf, UNCONDITIONALLY 
GUARANTEED FOR ONE YEAR. 
We also manufacture high quality DUPLICATING 
FLUID 


Our products can be ordered through your local supply 
house. 


Write for price list and FREE 2 oz. sample jar. 


KRAYER MANUFACTURING CO., Inc. 
542-548 Pine Street Elizabeth 1, N. J. 
For More Information Circle No. 357 





PROFIT 
IN FORMS) 


New Carbonless 
Forms, Too! 





— — STATIONERS ... PRINTERS... AGENTS... 


ONE-TIME .$%ah5asy- CARBON FORMS 
The 1,015 dealers 


lucrative discounts . 
. « « protection on repeats. 
ing (Snap)-Easy money—So can you! Write today. 


who sell Snap-Easy Forms get 
their own imprint on forms 
1,015 dealers are mak- 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y.-—— Branch Plant: Denison, Texas 








For More Information Circle No. 358 
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advantages 
in prong binders 


© Take 20% less space than ring binders 
Prong design eliminates waste space, im- 
portant when storage space is costly, per- 
haps limited. 

© It's easy to change sheets 

Prongs not split in the middle as rings are, 
extend well beyond sheets anywhere in 
binder. 

© They open flat for visibility 

Cesco prong binders with 2-position catches 
open absolutely flat as in photograph above. 
® Have safe, smooth, solid prongs 
Duck-billed prong ends save fingers and 
papers. 

© Wide arc for turning sheets 

Sheets turn easily on Cesco wide arc 
prongs. 

¢ Twin prong style replaces 2" ring binders 


If you use 2” ring binders for catalog pages 
and similar uses, you'll do better with Cesco 
twin prong binders. Let us send evidence! 


write for 
discounts 


ATTACH to your letterhead 
for prong binder catalog and 
discounts. 


THE C. E. SHEPPARD CO. 


Established 1900 
44-03 2ist St., Long Island City |, N. Y. 


For More Information Circle No. 361 
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livered Management can _ profit- 
ably invest in any new equipment for 
continuous use that will replace obso- 
lete equipment. Such replacement usu- 
ally will not only reduce costs, but will 
increase employee enthusiasm and sat- 
isfaction—factors for serious consider- 
ation always. Other than that, pur- 
chases, whether logical, will depend on 
the particular situation.—L. E. BURNS, 
Office Manager, Rit Products Div., Best 
Foods, Inc., Indianapolis. 


soon, 


Five Channel Punched Tape 


We expect to maintain our usual level 
of office equipment purchasing in the 
foreseeable future. We believe that the 
best opportunity for signficant savings 
in office equipment in the future will be 
the utilization of five channel punched 
tape. We are giving it serious considera- 
tion but we’ll probably use it in con- 
nection with outside services insofar 
as processing and preparing of reports 
gleaned from the original tape. Our 
delay in entering the field of punch 
cards has been principally dictated by 
the expense of preparing the cards 
themselves. We feel that the five chan- 
nel tape has eliminated that particular 
problem.—W. R. COLLETTE, President, 
Oak Rubber Co., Ravenna, Ohio. 


Electric Adding Machines 


We expect to maintain our usual 
level of office equipment purchasing in 
the foreseeable future. Since we pur- 
chased modern bookkeeping machines 
during 1956, we only expect to purchase 
supplementary equipment such as elec- 
tric adding machines during 1957. - 


| JOHN ALLAN LOVE, President, Pru- 


dential Savings & Loan Assn., Clayton, 
Mo. 


More Automatic Equipment 


We do expect to continue purchasing 
in our normal volume. We are now con- 
verting to more automatic, but not elec- 
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tronic, equipment. I believe that we will 
always have some type of original rec- 
ord machine much like present equip- 
ment but with built in electronic re- 
corders for summarization, reports and 
analyses. 

When the volume of detail outruns 
the possibility of effective control by 
non-electronic equipment, or the value 
of additional information (practically 
unobtainable) is more than the cost of 
getting it with electronic equipment, 
it will be profitable to invest in elec- 
tronic equipment. Otherwise it is more 
profitable to retain conventional equip- 
ment.—OMER W. BLAES, Treasurer, 
Mid Kansas Federal Savings & Loan 
Assn., Wichita. 


Electronics Requires Volume 


The office of tomorrow with auto- 
mation, electronics and most other mar- 
vels necessarily looks like the day after 
tomorrow, or years after tomorrow, to 
the smaller corporation. The executives 


of small and medium corporations look 
with envy at the large corporations 
that can use the expensive machines of 
tomorrow. The economic factors re- 
duced to dollars and cents will be the 
determining factors of how many of 
these engineering wonders we shall be 
able to enjoy. 

To date most of the electronic equip- 
ment offers value only when associated 
with volume. We, like our many con- 
temporaries with 10 to 200 office em- 
ployees, must justify expenditure when, 
and only when, volume reaches the 
capacity of the electronic lions. Our 
future plans include the regular re- 
placement and improvement of our 
mechanical electric equipment. We will 
continue to purchase the most up-to- 
date machinery available for the maxi- 
mum capacity anticipated during the 
life of the machine. We are unable to 
anticipate any vast changes from the 
mechanical to electronic in our com- 
pany.—B. L. LYNNET, Treasurer, 
Ohio Pipe & Supply Co., Cleveland. 


THE WORLD OF FIGURES AT YOUR FINGER TIPS 


fiamann 300 


a four-operation calculator with 


simplified keyboard 
touch-operation 
double-back transfer 


automatic division 


For further information folder No. 1404E 


De Fe We DEUTSCHE TELEPHONWERKE UND KABELINDUSTRIE 


AKTIENGESELLSCHAFT - BERLIN SO 36 (US-SECTOR) 


For More Information Circle No. 401 
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NEWS of 
> the Industry 





New Burroughs Division 


Establishment of Burroughs Div. of 
Burroughs Corp. and the appointment of 
Carl E. Schneider as vice president and 
general manager in charge of the new 
organization, was announced by Ray R. 
Eppert, executive president. Mr. 
Schneider had vice president in 
charge of industrial relations. Appoint- 
ment of Noel L. Mudd as general man- 
ager of marketing of the new 
also was announced. 


vice 


been 


division 
Mr. Mudd had been 


oR 


Cari E. Schneider 


Noel L. Mudd 


director of marketing of the U.S. and 
Canada marketing activity. The new di- 
is the largest in the corporation, 
with more than 18,000 employees. More 
than 10,000 are in the Detroit area. The 
division’s responsibilities will include the 
present functions of the U.S. and Can- 
ada marketing activity which has 225 
branch and offices, and the opera- 
tions of the Plymouth Manufacturing & 
Engineering Division, Plymouth, Mich., 
and Main plant on Second Ave., Schae- 
fer plant, and Windsor, Ont., plant. 
Products of the Burroughs Div. are those 
primarily for use in offices and financial 
institutions. They include Sensimatic ac- 
counting machines and associated devices 
produced at Plymouth; adding machines, 


vision 


area 
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bookkeeping machines and ticket-issuing 
machines manufactured at the Detroit 
plant, and various other products. The 
division also will distribute microfilm 
recorders and readers, and cash registers. 
Detroit Manufacturing 
& Engineering Div. within the Burroughs 
Div., with Lyle R. Blossom as general 
manager, was also announced by Carl 
E. Schneider, vice president and general 
manager of the Burroughs Division. 


Creation of a 


Royal McBee Vice Presidents 


D. B. Starrett, president, Royal McBee 
International, has named J. C. Hussey, 
vice president, International Division, to 
execute the duties of export planning 
Mr. Hussey, who has been with 
Royal since 1923 when he joined the for- 


director. 


eign department as a correspondent, has 


A. F. Niendorff J. C. Hussey 


played a major role in the development 
of the corporation’s international organi 
zation throughout the years. 
director A. F. Niendorff became a 
president, International Division, 
and continues in his post as European di 
rector, at Frankfort, Germany. Mr. Nien- 
dorff was for many years a 
the McBee Co. 
the president, 


European 
also 


vice 


member of 
He became assistant to 


Royal McBee Inter- 
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> easy to operate—easier to sell... 
the new ALL- ELECTRIC 


A ADDING MACHINE — 


Fingertips literally float over the moulded keys ... everyone who tries 

this sturdy and dependable REGNA becomes a “high speed” operator .. . 
everyone who sees it admires the streamlined styling, the legible 

keys and listing, the clear curved window for maximum visibility. REGNA’s 
rugged Universal Electrolux Motor does all the work—chases fatigue— 
increases daily employee productivity! 


Swedish steel, Swiss‘ precision counters; 
different capacities from 6 total 7 up; 
fully automatic safety keyboard; rear 
rubber rollers for portability; in 

light grey and ivory. 

Also—low-priced hand 

operated models. 


Gentlemen 

Please send more information on the new Electric Regna 
Adding Machine and outline advantages of becoming a Regna 
Dealer 


Name 


Address 
IN CANADA: Regna Cash Registers of Canada Ltd., 704 Notre Dame St. W 
Montreal, Que., and Business Equipment Machines, 489-R King St W., Toronto, Ont cn 
OUTSIDE CONTINENTAL U. S.: Jorgen S. Lien, Box 507, Bergen, Norway ‘ins 


For More Information Circle No. 
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Your TOP 
STENCIL 


c . P CHURCH SCHOOL ADDRESS-O- V STAFF 
REGULAR PLIO FILM BULLETIN BULLETIN * LABEL iMPRESSED 


For the best in quality stencils it's Speed-O-Print’s Sovereign Brand. The uniformity 
maintained eliminates distortion of type characters and stylus work. Takes corrections quick 
and easy. The durability of Sovereign stencils assures thousands of clear, sharp copies. All 
are accurately top-printed and sealed in moisture and oil-proof wrapper for protection. The 
non-glare, dull velvet coating provides excellent visibility and prevents eye strain. 

The various top-printings end all guess work as to proper margins and positioning 
whether it’s a regular form ... double page . ... 2 or 3 column bulletin . . . address-o-label 

. or music sheet. 
Sovereign Stencils are available in sizes and styles to fit all makes of duplicators. 
When you buy SOVEREIGN .. . You sell the BEST. 


SOVEREIGN GRADE A BLACK INK 


Sovereign ink flows freely . . . giving maximum number of faultless copies 
of consistently shorp, clean cut impressions. Reproduces a beautiful rich 
black thot will not fode or deteriorate. Available in one or one-half pound 
cons 


SOVEREIGN FAST DRYING INK 


A non-smudge, quick setting, fost drying SEE O-Q 
ink that reproduces sharp, legible copies : } 
Especially good for quick handling of two ne 
sided duplicating. Available in one pound 


SPEED/O-PRINT an 
ty ws 


pris 


ALL SPEED-O-PRINT INKS HAVE AN OIL 
BASE AND ARE FOR USE WITH OPEN OR 

Ctpe tation CLOSED CYLINDER. WILL NOT DAMAGE 
STENCIL OR CYLINDER 


a 


1801 W. LARCHMONT AVENUE Write FOR OUR 
CHICAGO 13, ILLINOIS DEALERS CATALOG 
SPEED-0-PRINT (CANADA) LTD. e 641 CRAIG ST., WEST, ¢ MONTREAL 


For More Information Circle No. 327 
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national, in 1956, and that year 
was named European director, a post in 


which he will continue. 


same 


Eagle Pencil Executives 

Eagle Pencil Co. has elected three vice 
presidents and a treasurer, Alfred C. 
3erol, president, announced. FE. Albert 
3erol, formerly treasurer, was elected 
president. Rolf J. Thal, general 
manager 1955, became vice presi- 
dent and manager. David E. 
Price was named vice president in charge 
of Eagle’s marketing activities. He had 
Kenneth R. 


vice 
since 


general 


been general sales manager. 
Berol was elected treasurer. 


E. Albert Berol Rolf J. Thal 


David E. Price Kenneth R. Berol 


The assignments were made at Eagle’s 
recent board of directors meeting. Mr. 
Thal joined Eagle in 1934 as a clerk in 
the export department; export 
manager, assistant general manager, and 
general manager in 1955. During his 
years with Eagle he has been active in 
the domestic operations of the company 
and has figured significantly in the de 
velopment of its foreign operations. E, 
Albert Berol joined Eagle in 1936, was 
elected treasurer in 1946, Mr. Price be- 


became 


92 
ao 
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gan with Eagle as a trainee salesman in 
1930; became sales manager and general 
Kenneth R. 
to Eagle five years ago. 
Appointment of Adolph Meleck as field 
sales manager was announced by David 
E. Price. Mr. Meleck 


1934 as an industrial salesman. In 


sales manager. 3erol came 


Eagle in 
1954 


general sales 


> 


joined 


he was appointed assistant 


manager, 


Marchant Sales Executives 
The promotion of 

Ward J. Koepenick 

to national 

manager of Mar 

chant Caleulators, 

Ine., was announced 


sales 


by vice president 


and general sales 
manager Wesley E. 
Jenkins. Mr. 


penick 


Koe- 
direct 
oper- 
conducted through 24 
districts having 


will Ward J. Koepenick 
coast-to-coast 
ations Marchant 
headquarters of 


fices in major metropolitan centers. He 


sales 


started as a sales representative in the 
Atlanta office, made district 
ager at Greenville, S. C., advanced to 

of the Houston 
was appointed Pacific division sales man 
ager in 1955. All Marchant 
and divisions, the Canadian subsidiary, 


was man 


manager district and 


sales areas 


and the international marketing organi 
zation continue under Mr. Jenkins’ 
all direction. 

A. K. Barker was advanced 
trict 
to Pacific division 
joined Marchant in 1954, 
experience in the business machines field, 
and was in the Houston office 
until 1955 when he promoted to 
Oakland district sales manager. 


over 


from dis 
at Oakland, Calif., 
manager. He 


sales manager 
sales 


following long 


district 
was 


Manufacturers Elect Lovejoy 


Charles K. executive vice 
president of Scripto, Inc., and a member 
of that company’s board of directors, 
and George Bartol III, president of C. 


Lovejoy, 








PEC. 
[“MATIC”! 


means eta tis>, 
OFFICE EFFICIENCY 
oe autoMATICally 


DUO-MATIC 
POSTING TRAYS AND 
STANDS .. . Tray 
models for sheet sizes 
from 7” x 11” to 
12” x 12”. Stands 
available in skeleton, 
fully enclosed or with 
Filing Drawer. 


PORTA-MATIC 
Trays available in 
12”, 1434”, 18”, and 
23%," lengths and ten 
widths from 5” to 17” 
Lightweight... 
Portable. 


TILTO-MATIC 


Five sizes for all standard 
register and sales book 
forms. 


V-MATIC Tray 


Idea! housing for writing 
board and machine 
accounting records requiring 
small capacity. Eight sizes. 


Write for 
prices and literature 


eee dil. cme selilid li. mee) Ue 
1026 Niagara St., Buffalo 13, N. Y. 


~~ 


Canadian Representative: J, J, 
Carter Agencies, 901 Yonge Street, Toronto 5, Ont. | 


For More Information Circle No. 319 
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Howard Hunt Pen Co., were elected 
president and vice president, respec- 
tively, of the Fountain Pen & Mechani- 
eal Pencil Manufacturers’ Assn., accord- 
ing to Frank L. King, the association’s 
executive vice president. The association 
held its 15th annual meeting in New 
York last month. 


Veeder-Root Laboratory 


Veeder-Root Inec., Hartford, Conn., has 
established a laboratory in Danvers, 
Mass., for the design and development 
of electronic controls, counters and in 
struments. The laboratory is under the 
direction of James W. Farmer, recently 
head of the electronics department of 
Post Machinery Co. boxmaking ma- 
chinery. He has also done extensive spe- 
cial work in electronics at Massachusetts 
Institute of Technology. 


Copease Inventor Visits U.S. 
Walter Ejisbein, German engineer, in 
ventor of the Copease dry-process photo 
copying machine and president, Develop 
K.G., Stuttgart, manufacturers of the 
photocopiers since 1949, has been touring 
the U.S. with Charles Hallenborg, presi 
dent, Copease Corp., their exclusive dis 


Dr. Walter Eisbein and Charles E. Hallenborg. 


tributors in this country.’In addition to 
promoting German unity, Mr. Eisbein 
sees photocopiers as the fastest growing 
segment of the American office equip- 
ment industry. Six firms in the U.S. are 
now licensed to produce the machine 
under American patents owned by Cop- 
ease Mfg. Co. 
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Re 
New west coast plant of G. J. Aigner Co. in Oxnard, Calif., where special machinery is being 


installed for making Aico Guides and Indexes, and a wide variety of tabs such as Typerite 
Tabbing. Joe 'M. Davis Co., Culver City, Calif., continues as Aigner's west coast representative. 


N.Y. Annual Managers Meeting 

For the 32nd consecutive year, the New 
York Office Appliance Managers Assn. 
held its annual dinner honoring the sales- 
men winners of the 1956 
contest. The association also elected its 
1957 officers, these including C. B. Ash- 
ton, Dictaphone Corp., president; Ralph 
R. Briggs, Underwood Corp., vice presi- 
dent; John R. Roberts, Ditto, Inc., secre- 
tary-treasurer. 


association’s 


DeJur Amsco Sales Manager 

Ernest W. Gross was appointed general 
sales manager by DeJur Corp., 
Long Island City, N. Y., manufacturers 
of photographic Stenorette 
dictating machines, DeJur tape recorders 
and electronic industrial equipment. Prior 
to joining DeJur, Mr. was vice 
president and merchandise supervisor of 
John C. Dowd, Ine., Boston advertising 
agency. 


Amseo 


equipment, 


Gross 


1 roof = 
5 divisions 





quality + selection + economy 


There are no unknown quantities in this 
equation. By establishing 5 divisions UNDER ONE 


ROOF, we enable our customers, 


both dealers and users 


alike, to get top quality office machines—any make 
and any model—at a tremendous saving. It’s a solution 


that proves worthwhile, everytime. 


The following are the 5 divisions available to you: (rr 


Addressograph 
Division 


Banking 
Division 


> 


i< 


Duplicating 


Adding and Calculating Bookkeeping 
Division 


Machine Division Division 


Apply this time proven equation to your office machine problems today! CALL OR WRITE DEP'T 0 


INTERNATYONAL OFFICE APPLIANCES, 


326 Broadway, New York 7, N. Y. HA 2-6700 + Cable 


INC. 


ADDBOOKAL 


For More Information Circle No. 324 
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Sales award winners at the annual sales convention of Joseph Dixon Crucible Co. in New York: 
William M. Robinson, E. D. Strom, Gus Nelson Jr., Arnold Berglund, Vaun C. Stocker, Raymond 
F. Heron Jr. (year's outstanding salesman), Ray McChesney, Herb Eichwald and Scott Purvis. 


3M Duplicating Sales Manager Todd Names Karter 

Promotion of Ernest F. Bovermann to Appointment of O. D. Karter as east 
general sales manager, duplicating prod ern regional sales manager was an 
ucts division, was announced by Minne nounced by Todd Co. Mr. Karter joined 
sota Mining & Mfg. Co. Mr. Bovermann Todd as a salesman in Atlanta in 1953. 
joined 3M in 1949 as a printing products In 1955, he was appointed assistant man- 
salesman. He became a member of the ager of the Rochester office and last May 
duplicating products division in 1952. He was named its manager. He succeeds 
had many years of sales experience be Richard C. Browne who was recently 
fore joining 3M. named general sales manager. 


“AGOOD-RECORD 


BUSINESS MACHINE SERVICE 


A specially designed motor to provide exact requirements 
for the particular machine . . . rugged construction for depend- 
ability and long life . . . quiet operation for office efficiency. 
These advantages of Lamb Electric Motors are responsible 
for their good record in business machine service. 





KENT, OHIO 
in Canada: 
SPECIAL APPLICATION Lamb Electric — Division of 
Feactional woxserower MOTORS 


Sangamo Company ltd. 
Leaside, Ontario 


pnb Elecite wc 8 


nh 
“¥ 
Oe ere 


? ms as. oe 
For More Information Circle No. 322 
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NEED HOLES? 


They're easy with a 


PIONEER PAPER DRILL 


A production 
machine with 
such quick set- 
up that short 
runs are a 
special delight. 
Eliminates 
costly, time- 
consuming 
“farming out." 
The small 
investment is 
soon repaid 
and then goes 
on making 
money for you 
instead of 
someone else. 


Accessories for cornering, slotting and slitting. 
Send for literature now. 


PIONEER 


1130 NEBRASKA, TOLEDO 7, OHIO 


For More Information Circle | No. 234 


ZIP-O-RITER 


Addresses Directly 
from Card 


Headings On 
Work Sheets 
Accounting & 


Tabulating | 
Forms | 


INDISPENSABLE FOR 
MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 
For More Information Circle No. 235 
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AMERICAN SPEED SET 


Gear Construction Numbering Machines 
Model 43 


Wheels 
ed with figures, 


Finger 
lip 
Control engrav- 
letters, frac- 


tions, ete. 


Any Number 
Quickly 
Brought Into 
Printing 
Position 


WRITE FOR 
SPECIAL 
FOLDER 











AMERICAN ‘UNBERNG MACHINE CO, 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch--105 W. Madison St., Chicago 2, Ill 


For More Information Circle No. 236 


os! m4 
CONFIDENTIAL MAP FILE 


Easiest way to file and find maps, 
blueprints, tracings. Quality metal 
cabinet file with locking doors. 
112 tilting tubes handle 60” prints. 
Tubes indexed for quick location. 
Shipped from stock. 
Patent No. 1610368. Other Patents Pending. 
SCOTT-RICE CO., 610 S. Main, Tulsa 3, Okla 








For More Information Circle No. 237 





COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


EVERLASTING : 
Interchangeable i JOB TITLE . 
ORGANIZATION EMPLOYEE'S NAME 


CHART 
A typist, a typewriter and typing paper 
are all you need to keep your chart up to 
date It’s that simple! 


* Sizes to Fit Any Organization Structure 
* All Parts Are Movable and Re-usable 
* Photographs for Sharp Prints 


Write for Free Illustrated Folder 
with Price Schedule No. O-3. 


MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. CHICAGO 14, ILL. 
For More Information Circle No. 394 


ACCURATE 
MACHINE RUNNING-TIME RECORDS 


with the 
ENGLER A.C. 
HOUR LOG 


Wasted machine time 

is expensive , . . Install 
the new ENGLER business machine hour log 
and have records of actual machine running 
time, These logs are specifically designed for 
use on all types of Electric or Electronic 
Punched Card Accounting Machines. 


Write today for detailed bulletin. 
ENGLER INSTRUMENT COMPANY 
DEPT. 03, 250 CULVER AVENUE 


JERSEY CITY 5, NEW JERSEY 
For More Information Circle No. 395 
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2110 Nicollet Ave. 


viso.- 
DESKPLATE 


a shelf plate to 
fit most any desk e@ Permits clear, quick 
a reference to phone 
lists, calendars, price 
schedules, etc. 
Reference material 
quickly added or 
changed by simply 
lifting hinged plate. 
Provides an excellent, 
crystal-clear writing 
surface. 
Protects reference ma- 
terial from wear and 
’ tear of everyday SF 
Material easily changed ° Adhores to either wee 


by lifting the hinged @ Practically unbreak- | 


' plate able. 


@ Standard size 12%” wide x 15” long. 
Available at your Stationer & Office Furniture Dealer | 


D. C. HEY CO., INC. 


Minneapolis 4, Minn. 


ONCE YOU TRY ® 
SORTKWIK 


YOU'LL NEVER BE WITHOUT IT! 


The INVISIBLE Fingertip Magic for 
SORTING, COUNTING, FILING 
UP TO 3 TIMES FASTER! 


EASY TO USE! Just rub SORTKWIK 
between fingers until dry. Hard-to- 
handle cards, new currency, smooth 
finish papers can be handled faster, 
easier. Long lasting supply... 5@¢ 
At your stationer or send $1.00 for 
TRIAL OFFER of two regular size containers 


LEE PRODUCTS COMPANY 
Dept. 0-3, 2736 Lyndale Ave. So., Minneapolis, Minn. 
For More Information Circle No. 398 
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Cummington Sales Manager 


Matthew F3 


Mitchell, president, 
Cummington Corp., 
Boston, 

turers of 
eollators 


manufac- 
automatic 
and mail 
inserting machines, 
announced the ap 
pointment of George 
T. Heussner as gen- 


eral sales 


manager, 
George T. Heussner My 


Heussner for- 
merly was manager of dealer sales for 
National Cash Register Co. 
ered positions of salesman, 
tor and adding 
of the Brooklyn, 


where he COV 
sales instrue 
machine sales 


a 


manager 
branch. 
Electric Portable on Sale 
The new 
made by 


electric portable typewriter 
Smith-Corona, Ine., was placed 
month at $197.50 
McCormick, Smith- 
president of sales and 
keting, announced. The machine 
in limited production at Smith-Corona’s 
Groton, N. Y., plant for the past few 
months, and initial shipments are going 
to sales outlets all over the country. It 
is designed to meet the demand for a 
portable typewriter able to produce uni- 
form and distinctive typing with a mini- 
mum of effort and typing skill. The new 
typewriter, unveiled last October, 
in four colors: alpine blue, coral pink, 
sea foam green and woodland beige; 
with an attractive light gray vinyl- 
covered aluminum case. 


on nationwide sale last 
plus tax, James B. 
Corona vice mar- 


has been 


comes 


For Codo on West Coast 


Codo Mfg. Corp. announced the ap 
pointment of Andrew Clifford as west 
coast representative to supervise the dis- 
tribution of Codo carbon papers, inked 
ribbons, and hectograph supplies. A for- 
mer purchaser of carbons and ribbons for 
several large corporations, Mr. Clifford 
is particularly well qualified for his po- 
sition. He received intensive training at 
the Codo factory in Coraopolis, Pa. 


THe Orrice—March, 1957 


DESTROY OLD FILES, VITAL 
RECORDS, CONFIDENTIAL PAPERS 


Y 

of] MANY FIRMS 
SHRED AFTER 

= \el MICROFILMING 


8, 


=. \) Add filing space by 
TA destroying cancelled 
checks, ledger sheets, time cards, 
W2's, pay vouchers, and obsolete 
papers—in your own office! The new 
“SILVER EXECUTIVE AUTOMATIC” 
Paper Shredder is the only automatic 
feed machine . . . shreds papers into 
unreadable 1/4” strips, in just a few 
seconds! The machine is an attractive, 
typewriter-size, portable desk model, 
with full '/2 HP motor. Completely 
safe, and easy to operate. Many other 
sizes available, too. 


Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 
Sind idler Lompany 


103 MILL ST. ° SALEM, OHIO 


For More Information Circle No. 362 
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STOP THIS 


VERTICAL 


FILES 


SAVES & PROTECTS 
your STENCILS, 
OFFSET NEGATIVES & MASTERS 


sticking ond creasing 
harmful oxidation 
scratching damage 
lost or wasted time 


STOP AND THINK what a big investment you may 
have ‘‘filed’’ in messy piles, on hooks, etc. You're 
throwing away an average of $10.00 every time 
an original is lost or damaged! 

With a low-cost, sturdy MIM-E-O Vertical FILE, 
you can prevent the waste of hundreds of dollars 
a year! Stencils, negatives and masters hang free 
from pressure . . . protected against damage... . 
easy to file and find. 


against 


There’s a MIM-E-O 
model to save and 
protect all types and 
sizes—capacities from 


150 to 1400. EASY-FIND INDEX 
Write today for FREE Illustrated Brochure! 


MIM-E-O STENCIL FILES CO. 
1219-21 W. Chestnut St. © Chicago 22, II! 
300 Distributors . . . coast-to-coast . . . to help 
you solve your stencil or offset filing problem. 
For More Information Circle No. 363 
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Facit Sales Manager 
George W. Haag 
has been promoted 
to general 
manager of 
Inec., U.S. 
tor of Facit caleu- 
lators, Odhner add 
ing machines and 
Halda 
it is announced by 
Erik A. 
president. He will 
direct Facit’s national sales distribution 


sales 
Facit, 
distribu- 


typewriters, 


Ohlsson, 
George W. Haag 


program, coordinating activities with the 
company’s district sales managers and 
its network of dealers and distributors. 
Mr. Haag has been associated with Facit, 
Inc. for the past 2% years as treasurer 
and office manager. 

James C, Paige has been appointed 
Facit office and personnel manager. He 
partner of Paige & 
Campbell, insurance and tax consultants, 
from 1950 to 1956. 


was previously a 


Heads Dictaphone Service 

Edgar Hamilton Jr., former assistant 
service manager, is active head of the 
service department of Dictaphone Corp. 
with the title of director of national 
service, it was announced by C. K. Wood- 
bridge, chairman of the board. He suc- 
ceeds E. E. Gesner who became advisor 
and consultant in the national service 
organization. This new alignment was 
made at the request of Mr. Gesner to 
give recognition to the need for a full 
traveling schedule for the operating head 
of the service division. Mr. Hamilton has 
been with Dictaphone since 1936. 


Biggest NOMDA Convention 


The annual convention of the National 
Office Machine Dealers Assn. in Pitts- 
burgh, June 30-July 38, promises to be 
one of the best ever held by NOMDA, 
according to its president, D. L. Keeney 
Jr. Advance indications point to the’ 
largest number of exhibits ever seen at a 
NOMDA event. 
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For Fast, Sure, Clean 
Sealing and Moistening... 


Use the 
PIKE “BETTER MOISTENER™ 


For sealing envelopes, sticking stamps and 
labels, put PIKE “Better Moisteners” in your 
mailing department and shipping room! They’re self-cleaning—last for years. 
Broad weighted base prevents tipping. Feet are concealed and rubber-padded— 
no scratching! 
Attractively color-styled with sparkling chrome cover. 


Model 3A—Porcelain base. Black, gray or brown. List price $5.95. Model 3C— 
Cast iron base. Black or steel gray wrinkle finish. List price $6.35. 


Both with 3” adjustable brushes. Extra brushes $1.50. Order from your stationery 
or office supply dealer, or write direct for illustrated literature. 


Established 1927 Dealers’ Inquiries Invited 


E. W. PIKE & CO., INC. Elizabeth 2-0630 


496 NORTH AVENUE «+ ELIZABETH, NEW JERSEY 











For More Information Circle No. 255 


IF OFFICE GIRLS 
HAD EIGHT ARMS 


They'd Be As Fast 
and Versatile 


AS THE NEW 


AT YOUR FAVORITE 
STATIONERY STORE 


Fast and versatile, the new Amfile® Sort-All 
lets you sort anything for Filing—Posting—Malling 
—Distributing, etc. Sorts alphabetically from A-Z—by 


Month, Day or Date or any combination. Numerically by 5's or 


100's and singles. Sturdy pressboard with plastic tabs—assures long life. 


DON'T BE "OUT OF SORTS" — SORT YOUR 
PAPERS THIS EASY WAY! 


AMBERG FILE & INDEX COMPANY 
1637: DUANE BOULEVARD KANKAKEE, ILLINOIS 
For More Information Circle No. 256 
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“Old Faithful” 


Allen’s been faithful, too—since 1920 

Our time-tested products are also faithful 
profit-producers for you—made for every 
purse and every purpose. Boxed under our 
brand name or yours. Write today or phone 
BEekman 3-2255 for prompt sample service 
and quotations on our complete line. 


Oz 


INKED RIBBONS 


ALLEN & COMPANY 


| MANUFACTURERS 
a y DIVISION OF DIXON CARBON & RIBBON CORP. 
21-13 VANDEWATER ST. NEW YORK 38, N.Y. 





Seeeeeseeeeeeeeee 








For More Information Circle No. 381 


Multilith Owners! 
Better Presswork 


co] Me dell fella ay la @! 


Jumbo Shell is suc- 
cess-proven 10 yrs.! 
Thousands sold on 
approval, less than 
1% returned. Many 
in use 8-10 years, 
still good! Improves 
presswork amazing- 
ly. “‘It’s like 3 ex- 
tra rollers!’’ say 
users. Installs in 5 
minutes without 
drilling. Choice of 
brass or lucite cyl- 
inder, only $29.50; 
postpaid if check 
with order. 5-year 
guarantee. 10-day 
money-back guar- 
tee. Write! 


FREE g Slash masking, set- 
© uptime! Try 5 Base 
Line Masking Sheets FREE! 
For Nos. 1250, 1300, 2066-SD, 
LD, also Davidsons. Mention 
make, model press! 


LITHO ENGINEERING & RESEARCH 
2417 Second Ave., Dept. OM, Seattle 1, Wash. 


For More Information Circle No. 384 
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COMPLETE 


Burglarproof 
Fireproof 
Patients 


[seers 


Model No. 200 for Doctors, Dentists and Optom- 
etrists. Also for microfilm and cancelled checks. 


Full roller bearing drawer suspension. Outside Di- 
mensions: |7'' wide x 9!/2'' high x 23” deep. Drawer 
Dimensions: 12'/.'' wide x 6"' high x 19" deep. For 
3x5,4x6or5x 8 cards. 


Be sure to see this and other Schwab units in Booth 
258, National Office Furniture Show, New Orleans, 
March 28-31. 


SCHWAB SAFE CO., Lafayette, Indiana 


For More Information Circle No. 386 


( REPLACE 

WORN. 

BROKEN TABS 

WITH Smith’s 
OPNWINDQ) Steel Guides 


Remove old tabs—slip these mov- 
able, clamp-on guides easily into 
place. 


Available in I" and 2" widths. Packed 
25 to box with labels in strips for 
easy typing. Also alphabetic labels 
to 200 subdivisions. 


Hundreds of other uses to save time, 
improve filing. See your office supply 
dealer or write direct. 


CHARLES C. SMITH, INC. 


EXETER, NEBRASKA 








For more than 50 years, a complete line 


of time-saving signals and indexes 


For More Information Circle No. 387 
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This poster, which illus- 
trates the basic princi- 
ples upon which file 
guides are distributed in 
sets of different sizes, 
was prepared for busi- 
ness schools by Smead 
Mfg. Co., Hastings, 
Minn., in cooperation 
with the Foundation for 
Business Education. 


Olympia and Brunsviga 

Olympia Werke AG, Wilhelmshaven, 
Germany, with more than 10,000 em- 
ployees and known as the largest Ger- 


man office machine factory has acquired 
approximately one-third of the capital 
shares of Brunsviga Maschinenwerke AG, 
Braunschweig, Germany. Olympia has 





CLIX 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $4.00 list. 


MODEL 3..Punches 3 holes 
\%" dia., spaced 44%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11" x 814" sheets. 








Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
\ WESTERN REP.— HARRY HENKEL ASSOC., 5 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, office and industry. Light pres- 

sure of thumb punches clean 4” hole instantly 

in paper, light cardboard, etc. Ideal for punching 
tickets, tags, restaurant checks. 
12 in counter display carton. 60 
cent list. 


MODEL 100x... Punches 14" 
hole, 4" from binding edge. 


J 





1355 MARKET ST., SAN FRANCISCO 





For More Information Circle No. 325 
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produced chiefly typewriters and adding vice president and general sales manager, 
machines whereas Brunsviga confines it- L. B. Taylor. Mr. Porter began his career 
self to heavy duty calculating machines. in the service end of the business in 
The result would seem to be a far-reach- 1919 at Harrisburg. During the last 11 
ing supplementation of the activities of | years he has been an executive in the 
the two firms. Brunsviga, employing some export sales department of a leading 
1200 workers, was founded 85 years ago. American office equipment firm. In his 
Discussions are now underway between frequent trips overseas, he has become 
the two firms to determine developments well known to many Friden distributors. 
for manufacture and sale, for the benefit 
of both. 

Discussions are also under way with E 
Diehl GmbH, Nurnberg, Germany, who A test promotional campaign will be 
like Brunsviga, are manufacturers of cal- made in Minneapolis-St. Paul, March, 
10-23, by the Jetter Offices in Wood 


To Test Wood Promotion 


culating machines, to ensure the uninter- 


rupted expansion and development of Committee composed of 17 national trade 
Bronsvica associations. Richard D. Behm of the 
¥g Hardwood Plywood Institute is com 
Friden Export Director mittee chairman. 
William W. Porter, widely known au- ‘ ; : 
thority on the export market 23 related Midwestern Changes Name 


to office machine sales, has joined Friden Midwestern Mfg. Corp., Indianapolis, 
Calculating Machine Co. as director of is the new corporate name of Midwestern 
international marketing, according to Sales Corp., manufacturer of fireproof 


DEALERS: Liberal Discounts — Delivery you can depend 
on All forms carry YOUR imprint. No inventory, equipment, 
shipping or warehouse costs. Write TODAY to New 
Dealer, Dept. 1, 1600 E. 26th St, Little Rock, Arkansas 


ONE-TIME Carbon Forms@ 


Increase Efficiency, Reduce Costs 
Sold through our Dealers only... 
INTERNATIONAL BUSINESS FORMS 
en ee 
FORMERLY ARK-N-~SETS, INC. 


1600 E. 26TH STREET e LITTLE ROCK, ARKANSAS 
For More Information Circle No. 367 











PLATENS PARTS 
SUPPLIES 

aaa for TYPEWRITERS and 

see «| other office machines 


PRODUCTS 





Now in New and Larger Quarters 


CA SHERE [ae a2e)-e-veleym | TYPEWRITER EQUIPMENT CO., INC. 
Successor to International Cash Register.& Parts Co. 25 Park Place, New York e N. Y. 


207 E. Evergreen Ave., Mt. Prospect, lil. 














For More Information Circle No. 368 For More Information Circle No. 369 
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files and safes. They have appointed the 
following representatives: 
N.Y. City, N.J 
Draper Co., 11 
H. E. Erion, 


Leo J. Cohen, 
., Philadelphia; Carl W. 
western states, Hawaii; 
Neb., N.D., 8.D.; a 
Karosik, Upper N.Y. state, Pa.; Harry | 
Tehan Jr., southeastern states; J. R. Wil 
son, northern IIl., southern Wis.; Vaughn 
Wood, Texas, Okla, 


Bates Sales Realignment 
Stanley M. Babson 
president in charge of 
Mfg. Co., it was announced by C. 8S. A. 
Williams, president. Mr. Babson, who 
was formerly sales manager and a vice 
president, joined the firm in 1921 after it 


was named vice 
sales for Bates 


Charles Linn 


William L. Dane 


was purchased from Thomas A. Edison 
Industries. Charles Linn was appointed 
vice president in charge of export. Wil- 
liam L. Dane Babson’s 
former position Keith 
Chandor is assistant sales manager. Wil- 
liam Canham appointed assistant 
treasurer and manager of production. 


takes over Mr. 


‘as sales manager. 


was 


Waroff Joins Consolidated 


Consolidated Business Systems, Inc., 30 
Vesey St., New York, manufacturers of 
business forms, announced the appoint 
ment of Abe Waroff as assistant to the 
president, J. W. Pierce. Mr. Waroff, 
sidered a leader in the field of rotary 
business forms manufacture, has designed 
some of the latest equipment used in the 
graphic arts field. He was associated with 
Arthur J. Gavrin Press for the past 20 
years. Mr. Waroff will be in charge of 
Consolidated’s general expansion program 


con- 
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STENCIL DUPLICATOR 


NORFOLK, VIRGINIA 


_ MULTISTAMP 


MANUFACTURED ONLY BY THE MULTISTAMP CO. 


CARTON MARKING (1) (1) a seer ELecrrac 
AND ADDRESSING 


PRINT DIRECT! Save the cost of shipping 
labels and of attaching labels to cartons. Ad- 
dress 1,000 or more cartons from one low-cost 
stencil without re-inking. Model IA illustrated, 
complete outfit, $12.50. Smaller size, Model 
No. | complete outfit, $9.50. 


ALSO IDEAL FOR 


SHIPPING TAGS MENUS 
LABELS OFFICE FORMS 
POSTCARDS BULLETINS 


Portable, non-mechanical, or non-corrosive metal, 
replaceable ink pads, 8 complete outfits: 

$99.50, including supplies (f.o.b. factory). ; 
complete outfit (illustrated below), postcards and 
large tag size, $19.50. Write for literature or see 
your office or shipping room supply dealer. 


THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 


OVER 35 YEARS 
For More Information Circle No. 365 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 


Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 13 heights — 
widths, Send for Circular 
56-0 and prices. 
1, D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, 111. 
For More Information Circle No. 366 








which will include increasing production 
at the New Brunswick, N. J., plant, and 
the contemplated establishment of a new 
rotary printing plant in Pittsburgh. 


Royal McBee Appliance Div. 

W. H. Beckwith, vice president, Appli- 
ance Div., Royal MeBee Corp., announced 
that George Witzel, formerly eastern ap- 
pliance manager, has been advanced to 
the newly-created post of appliance de- 
velopment manager, headquartered at 
Port Chester, N. Y. Mr. Witzel will main- 
tain liaison with the recently formed 
Products Planning Dept., explore market- 
ing opportunities, plan marketing pro- 
grams and develop field coordination for 
the introduction and distribution of new 
Appliance Div. products. C. Walker Ly- 
barger, formerly central appliance sales 
manager, was named eastern appliance 
sales manager. He will direct all Appli- 
ance Div. selling activities in the eastern 
region, headquartered at 2 Park Ave., 
New York. 


What Show Visitors Wanted 


Potential purchases of office equipment 
and supplies during 1957, reported by 
visitors to the 1956 National Business 
Show, were conservativels estimated at 
$2,500,000,000, according to a survey con- 
ducted at the New York Coliseum during 
the show. Based on a sampling of 1,030 
interviews, conducted by John T. Fosdick 
Associates, this estimated potential rep- 
resents only 50% of the reported antici- 
pated expenditures. Individual company 
estimates ran from a low of $1,000 to a 
high of $5,000,000 (reported by two com- 
panies). Nearly 25% of those interviewed 
were interested in buying accounting ma- 
chines. Electric typewriters and adding 
machines also were high on the antici 
pated purchase list. 


Plus Agencies 


Plus Computing Machines, Ine., an- 
nounced the following new Plus agencies: 
H. J.. Cassidy is manager of the Los 








EMBASSY 
21 Key Capacity 
$15.52 FOB Glen Riddie* 


two years. 


* Special Price Information 


Specially priced for a limited time only. Buy 
now before increased costs raise prices. 





TELKEE KEEPS 
TRACK OF THEM 


Know where every key is at 
all times. Save time, trouble 
and money. Install a Telkee 
System designed for your ex- 
act needs .. . whether 21 keys 
or up to 2240, or in a series 
for an unlimited capacity. De- 
veloped over 25 years’ expe- 
rience, Telkee pays for itself in 


Because of standardized units, your Telkee grows with changing 
key needs at little cost. Investigate today the complete Telkee story 
without obligation. Write for free booklet. 


PRESIDENT 
2240 Key Capacity 
$1317.74 FOB Glen Riddie* 


Address Dept. 0 37 
The MOORE KEY CONTROL® Systems 
P. ©. MOORE, INC. 


A SUBSIDIARY OF SUNROC CORPORATION, GLEN RIDDLE 








For More information Circle No. 380 
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THE 


""KOH-1-BALL" 


. . « the New Double-Ended 
Ball-Point Pencil 


e writes RED ¢ writes BLUE 








another Koh-l-Noor exclusive . . 
only two-in-one ball point pencil of 
kind on the market. 


**  KOM-|-BALL_S01S 


V polished brass nose-pieces 

V light wooden barrel 

V full-length red & blue 
ball-point inserts (easily 


replaced with available 
refills) 


. the 


its 


Packed either 12 Koh-I-Balls on a display 


card or in a dozen box. 
Retall price 49c 


trade and quantity discounts available. 


Koh-Il-Noor Pencil Co. 


Bloomsbury, New Jersey 
For More Information Circle No. 370° 





Most Important Business Show Ever! 


The 1956 National Business Show went way beyond 
anything ever held before: * Most Important in 
number of exhibits * Most Important in attendance 
* Most Important in enthusiasm 
«.and the 1957 Show promises to be still more important. 


NATIONAL BUSINESS SHOW 


All the industry exhibits— All management attends 
OCT. 28th THROUGH NOV. Ist, 1957 
New York Coliseum, Columbus Circle, New York 


Rudolph Lang, Ray Directo 
33 West 42 Street, N. Y. 36, N . Pennsylvania 6 6-6760 


For nia Information Circle No. 371 
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PHOTO COPIES 


automatically 
in seconds! 


NEW 
PORTABLE 


EXACT-FAX }y Genco 


 BRITE-LITE OPERATION works in any office 
light, either fluorescent or incandescent. 


DURABLE STAINLESS STEEL 
CONSTRUCTION 

MAKES MULTIPLE COPIES ONLY 4c EACH 

~ COPIES ONE OR TWO SIDED ORIGINALS 

m REPRODUCES FROM ALL COLORS 

e Copies are 9/2” x any nm or 


length e Larger units 
available « No washing, 


fixing, drying $ 145. 
e MADE IN U.S.A. 
e LIFETIME SERVICE GUARANTEE 


| Dealers & Distributors Wanted 


General Photo Products Co., Inc. 
General Photo Bldg., Chatham, N. J. 

















For More Information Circle No. $72 


Save Mowe t : ub bys 


RITE-LINE copyrueipver 


SAVES EYESTRAIN e TAKES COPY UP TO 20* 
¢ PROMOTES ACCURACY e¢HOLDS NOTEBOOK 
@ INCREASES PRODUCTION «FITS IN DESK DRAWER 

@ LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 
RITE-LINE CORPORA 


’ N 





bialiabe piesa) 


For More Information Circle No. 373 








AICO’S NEW eS It’s The 


ae aiy)/We-/ NEW. FASTER 
for CARD FILES HH More Economical Way 
<— IPN %/ To Index 
nil HH] Your CARD FILES 


/ With AICO’s new, transparent, plastic, 
SAVES SPACE, “Self-Indexer,”* you can make an Index 
TIME—LABOR—MATERIALS Guide in seconds, out of any card in 


sip your file. Just slip the card into the 
is - 





top, double-lip and the bottom slot in 
= > | — the “Self-Indexer”. The Combination 
= — becomes an Index Guide, at Guide 








height, %4” above the other cards. 





_ J Made of heavy gauge plastic; won't 
Any Card Inserted Into Plastic “SELF-INDEXER’’, An Index Guide chip, crack, split nor tear. In 4 sizes, 
AICO’S Transparent... (shown above), becomes. . At Guide Height! including Tabulating card size. Special 


| sizes made to order, to your specs. 
F 4 Prices on request. 

Write Dept. 70, 

for free sample, 44-16 23rd St., Long Island City |, N, Y. 
literature, and 


name of your INDEXES 426 S. Clinton St., Chicago 7, Illinois 


nearest supplier. 

















For More Information Circle No. 178 


oe ee 


WE PAY HIGHER THAN TRADE-IN PRICES 


for 


BOOKKEEPING MACHINES 
BURROUGHS ° REMINGTON ° NATIONAL ° SUNDSTRAND 
ADDRESSOGRAPHS — GRAPHOTYPES 
CALCULATORS — KARDEX CABINETS 
BRANDT COIN MACHINES 


TOP PRICES PAID FOR LATE MODEL MACHINES. 
PLEASE SUBMIT COMPLETE DETAILS WHEN WRITING. 


Booxxeerinc MAcHINes, wc 


434 Broadway—Dept. G, New York 13, N. Y. WaAlker 5-1459 


For More Information Circle No. 179 


266 THe Orrice—March, 1957 





Angeles ageney at 1060 8. 
will be assisted by Bob 
Waibel, John J. Duffy, 
and Audrey Knapp. 

Amos R. Shirley and Sidney Neal Hart- 
well are joint managers of the Milwau 
kee agency at 108 W. Wells St., where 
A. C. Becher is service manager. A school 
calculating service is planned for 
Milwaukee customers. 

Clyde H. Vick is manager of 
folk, Va., at 6916 
way. 


sroadway. He 
Riley, 
Bernice 


Elmer 
Malay 


and a 


the Nor 


agency Military High 


International Sales Manager 


Matthew FE. 
to general 


Meek has been promoted 
manager for the Inter- 
Corp. 


sales 


national Division of Underwood 
He will 
products for 
in England, 


many, also sales 


supervise sales of Underwood 
their 


Canada, 


foreign subsidiaries 
France and Ger 
made to Underwood’s 
dealers in 140 countries throughout the 
Before Meek 
was sales manager of Underwood’s Type 
and prior to that 


world. this assignment, Mr. 


writer Division, assist 
ant to the president. 


BFI Annual Meeting 


Aimed at improving office employee re- 
lations to match the 
relations between plant personnel and the 
front office, Business Institute, 
comprising creators producers of 
manifold business forms, held its first 
1957 seminar at the Belmont Plaza Hotel, 
New York, Feb. 13. The annual members’ 
meeting followed Feb. 14 and 15, with 
R. S. Daugherty, current president, of 
Shelby, Ohio, presiding. Dr. 
Henry, advisor, Employee Relations Re- 
search, Standard Oil Co. of N. J., spoke 
on ‘‘Research in the Selection and De- 
velopment of Office Personnel.’’ C. W. 
Hodges, Industrial Relations Counselors, 
Ine., New York, talked on ‘‘ Office Per- 
sonnel Practices and Results.’’ There was 
a roundtable 
problems by representatives of 
companies with R. W. Shoup, vice presi- 
dent and plant manager, Autographic 
Business Forms, Inc., as the moderator. 


progress made in 
Forms 
and 


discussion of personnel 


member 
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Edwin R. | 


with both hands 
free to work! 


® par 0 
AT LEADING STATIONERS 
or write to P. O. Box 8788, Portland 7, Oregon 


For More Information Circle No. 374 


WORLD'S STRONGEST 


RUBBER BANDS 
ASK YOUR STATIONER 


For More Information Circle No. 375 


BUSINESS FORMS—— 


CARBON — INTERLEAVED PULLOUTS — SINGLE SET 
OFFSET & LETTERPRESS 
FINE QUALITY — LOW PRICES — FAST DELIVERY 
. 
Among Nation’s Most Progressive Printing Plants 
(Expanding Steadily Since 1938) 





. 
ORDER DIRECT — BUY WHOLESALE — NOT RETAIL 
EXCLUSIVE DEALER AREAS ALSO AVAILABLE 


We Feature 30 Day Delivery — No Order Too Large 


The Duplicate Forms Co. 
STATION STREET MENTOR, OHIO 
For More Information Circle No. 376 


“GENUINE ENGRAVED] 





DIES 1 AND no PROOFS | 


MANUSCRIPT 
COVERS ¢ 


FOR 


100 


DEWBERRY ENGRAVING CO. 
807 SO. -20th ST., BIRMINGHAM 5, ALABAMA 
For More Information Circle No. 377 
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Th's SHARP 


Character 


\ 
marty ee WY, 


your office forms | 


SHARPER, CLEANER, 


MORE PROFESSIONAL 
CANODE PREMIUM 


The finest fast-drying, black-oil base 
duplicating ink on the market! 
Minimum penetration 
Minimum offset 
Eliminates cylinder and pad clogging 
For open or closed cylinders in any 
climate 
Will not destroy stencils 
in 1-Ib. and Y2-Ib. cans 
Write today for name of your nearest dealer 


INK SPECIALTIES CO., INC. 


919 N. Halsted St. © Chicago 22, Ill. 


For More Information Circle No. 378 
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| Baltimore’s Big Expansion 
of a 
ex- 


Completion 
million dollar 
and 
opment program by 
Baltimore 
Forms Co. 


pansion devel- 


Business 
was an- 

Talbot 
T. Speer, president. 
‘The $1,000,000 in 


nounced by 


vestment, made 


over a period of the 
past two years, has Talbot ¥. Speer 

permitted the to modernize 
equipment and methods, expand its serv- 


company 


ices, and go into research to study de- 
which will result more 
and economical 


velopments in 
efficient, 
business forms for the company’s cus 
the future,’’ Mr. 


‘*Photographic composition 


‘neater more 


tomers in immediate 
Speer said. 
now allows us to offer a wider variety 
of type faces and supply forms with per 
fect rulings. It permits us to make print- 
ing plates without heavy investments in 
hot metal type, and without holding 
metal to be eventually melted down.’’ 
The firm was organized in 1916 with one 
press and five employees. From its early 
days of specializing in the manufacture 
of salesbooks, it now has a huge battery 
of high speed rotary presses and over 
The company is 
developing forms 
data 
robot 


500 inside employees. 
geared to automation, 
for 
tabulating equipment, 
and printers. 


use in electronic processing, 


ealculators 


Monroe Managers 


F. R. Sullivan, president, Monroe Cal- 
culating Machine Co., announced that C. 
D. Furer, who had been manager in the 
cempany’s northeastern division, now 
heads operations in the Pacific division, 
covering 1] states and Hawaii. 
in the northeastern di- 
vision post is G. C. Mackenzie, formerly 
of Monroe’s downtown New 
office. Under his jurisdiction are 
branches in the New York 
New York 


western 
Succeeding him 


manager 
York 


sales 


metro 
New 


| politan area and and 


England states. 
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Every DEALER & STATIONER | 
can sell the 
From Pearl Engraving Corp., 
RESULTA comes the finest, 
precision-engineered keytops. 
world’s Illustrated: 2 styles 


for all typewriters. 
smallest For free samples and brochure, 


adding write Pearl Engraving Corp., 
29 East 19th Street 


machine New York 3, N.Y. 


pe $49-95 


Resulta answers the need for a good, Inexpensive, 

portable adding machine. Despite its low cost, it ‘ “Your f 
is a precision-made machine which adds, subtracts, , key / 
multiplies and even gives credit balances, It can 

do more than most of your customers will ever need. 

And remember this — ONE YEAR EXCHANGE 


GUARANTEE with no servicing ever required. SELL ior, 
this miracle of fine German craftsmanship by foin- j ‘ 
ing our fast growing dealer organization. Write for 7 te x 
full particulars: ' better < 
RESULTA ADDING MACHINE CO. | business” 
110 Glen Head Road, Glen Head, L. |., N. Y. | , \ 

(Factory warehouse with ample supply va 

of machines always on hand.) 


For More Information Circle No. 230 
For More Information Circle No. 232 _ 


THE BEST 2 


Every Office needs them 











Alert Dealers SELL them 
_Jreconite 
Chechwriter 




















-NO 

N PAYCHECK "OUTLOOK" 
ENVELOPES 

Eliminate Time and Expense of 

‘ Addressing, also Chances of Error. 


Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 


Chech Signer check. Nothing shows but the employee's 


name, This improves personnel relations, 


PITA Wb Send tor Somples and Prices Today 
td. m OUTLOOK ENVELOPE CO., Est. 1902 
COMPANY, INC.- ROCHESTER 20 : Gepeetors of “Ouflook” Envelopes 


Noshington B Cc yo 7. Wilinois 


eeeeoee0ee#e?ee 


, 





40 MT. HOPE AVENUE 
For More Information Circle No. 231 For More Information Circle No. 233 
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THE ONLY BOOK 


OF ITS KIND! 


Price $3.25 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., New York 16, N. Y. 


Please send me 


Describes all office reproduction and 
duplicating processes. Time-saving charts 
show at a glance which process fo use 
for best results in any situation. Tells how 
to make the most economical use of 
whatever duplicating machines an office 
may now have—how to combine the ad- 
vantages of one process with those of 
another to save time and money. Also 
tells when not to use certain methods. 


Includes: 

CARBON PAPER, 

SUBSTITUTES FOR CARBON PAPER, 
GELATIN HECTOGRAPH DUPLICATING, 
FLUID DUPLICATING 

STENCIL DUPLICATING 

RELIEF DUPLICATING AND PRINTING, 
OFFSET DUPLICATING, 
PHOTOGRAPHY (CAMERA) 

CONTACT PHOTOCOPY, 


CONTACT PRINTING 
(TRANSLUCENT MASTER) 


FACSIMILE MASTER PREPARATION, 
AUTOMATIC TYPEWRITERS, 
AUTOMATIC DATA PROCESSING, 
COMMUNICATION TRANSMISSION, 
FACSIMILE TRANSMISSION, 

PUNCHED CARD DATA TRANSMISSION, 
IMPRESSION STAMPS, 

ADDRESSING METHODS, 

TABULATING MACHINES, 

SIGNATURE MACHINES 

OTHER IMPRINTING MACHINES, 
BINDING AND FINISHING EQUIPMENT. 


Over 200 pages of helpful information, 
and illustrations (including 100 pages of 


advertising by duplicator manufacturers, 
with Buyer's Guide ir-dex). 


.. Copies of the MANUAL OF OFFICE REPRODUCTION . 


at $3.25 a copy. (] / enclose remittance. [] Send invoice. 


ee 


Oe ee ee eee ee eee eee 


tee ee ee eee eee eee eee ee eee eee eee eee ey 
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Office Management Assn. of Chicago, 
Conrad Hilton Hotel, March 11-14. 


Military Automation Exposition, Trade 
Show Bldg., New York, March 18-21. 


National Office Furniture Assn., Jung Ho- 
tel, New Orleans, March 28-31. 


National Microfilm Assn., Sheraton Hotel, 
Rochester, N. Y., April 1-3. 


U. S. World Trade Fair, Coliseum, New 
York, April 14-27. 


American Society for Personnel Admin- 
istration, Richmond, Va., Aprii 22-24. 


National Assn. of Credit Men, Miami 


Beach, Fla., May 12-16, 


National Office Management Assn., Los 
Angeles, May 13-16. 


American Institute of Industrial Engi- 
neers, Statler Hotel, New York, May 
16-17. 


New York Stationery Show, New Yorker 
Hotel, New York, May 19-24. 


Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, May 20-22 


National Society for Business Budgeting 
Palmer House, Chicago, May 23-2 


Institute of Internal Auditors, Ambassa- 
dor Hotel, Los Angeles, May 26-29, 


National Office Machine Dealers Assn., 
Penn-Sheraton Hotel, Pittsburgh, June 
30-July 3. 


Assn, 
Park 


9)o O”7 
eval. 


Cost Accountants, 
Hotel, Washington, 


National of 
Sheraton 


D.C,, June 


National 
Conrad 


96-9! 


Machine Accountants Assn., 
Hilton Hotel, Chicago, June 
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National Secretaries Assn., Sheraton- 
Jefferson Hotel, St. Louis, July 17-20. 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 28-Oct. 2. 

National Institute of Governmental Pur- 
chasing, Netherland Hilton Hotel, Cin- 
cinnati, Oct. 6-9. 

Systems & Procedures Assn. of America, 
Statler Hotel, Los Angeles, Oct. 7-9. 


National Assn. of Bank Auditors & Con- 
trollers, Atlanta Biltmore Hotel, At 
lanta, Oct. 7-10. 


American Institute of Accountants, 
Roosevelt Hotel, New Orleans, Oct. 26 
od. 


National Business Show, Coliseum, New 
York, Oet. 28-Nov. 1. 








VOLUME FILES 
FOR YOUR 
COPIES OF 
THE OFFICE 


This new durable and attractive file in rich 
maroon and gray with |6-carat gold lettering, 
looks and feels like leather and is washable. 
No irritating wires to handle. Any copy may 
be removed, Each file holds one volume (six 
months) of THE OFFICE with the volume 


| index in the last copy (June and December); 
| two files hold an entire year's issues, Files are 


| 
| 
| 


reusable and unconditionally guaranteed or 
your money back. Postpaid in U.S. 


| File (for six months’ issues) $2.50 
2 Files (for a year's issues) $5.00 
3 Files for $7.00; 6 Files for $13.00 


JESSE JONES BOX CORPORATION 
P. O. Box 5120, Philadelphia 41, Pa. 
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ADVERTISERS 





Acco Products 

Acme Visible Records, Inc. 
Addo-X, Inc. 

Aico Indexes .. 

Allen & Co. 

Allen Business Machines, Inc., R. C. 
Allied Carbon & Ribbon Mfg. Corp. 
Amberg File & Index Co 

American Dictating Machine Co 
American Lithofold Corp. 
American Numbering Machine Co. 
Ames Supply Co. 

Atlas Stencii Files Corp 

Azoplate Corp. . 


Badger, Inc. 

Baltimore Business Forms Co. 
Bankers Box Co. .. 

Bohn Duplicator Corp. 
Bonnar-Vawter, Inc. 
Bookkeeping Machines, Inc. 
Brown Paper Co., L. L. 
Bruning Co., Charles . 

Bud Type Cleaner Co. 
Burroughs Corp. .. 


Calculator Equipment Corp 
Can-Pro Corp. 

Carter's Ink Co. 

Cashere Corp. ...... 
Catskill Craftsmen, Inc. 
Cel-U-Dex Corp. 
Chain-O-Matic Division 
Cheshire, Inc. 

Clary Corp. 

CMG Industries .. 

Cole Steel Equipment Co. 
Collamatic Corp. 
Colonial Carbon Co. 
Columbia Ribbon & Carbon Mfg. Co. 
Convoy, Inc, 

Copease Corp. 
Copy-Craft, Inc. 
Cotterman, |, D. .. 
Cramer Posture Chair Co 
Cromwell Printery, Inc 
Cummington Corp. 

Curtis 1000, Inc. . 


Davidson Corp. ... 
DeLuxe Metal Seraltare Co. 
Denominator Co. 

Deutsche Telephonwerke & Kabelindustrie A.G. 
Dewberry Engraving Co. 


Dick Co., A. B. _ .. 129, 130, 


Facing 122, 


123 

44 
247 
267 
131 


Diebold, Inc. 

Diehl, GmbH, Rechenmaschinenfabrik 
Ditto, Inc, 

Dixon Crucible Co., 
Duplicate Forms Co. 


Joseph 


Eastern Corp. ; 
Eastman Kodak Co. . 
Elbe File & Binder Co. 
Emmert Mfg. Co. ... 
Engler Instrument Co. 
Esleeck Mfg. Co. 

E-Z Sort Systems, Ltd. 


Faber-Castell Pencil Co., A. W. 
Facit, Inc, 

Federal Mining & Mfg. Co 
Felins Tying Machine Co: 

Felt & Tarrant Mfg, Co. 

Ferris Business Equipment 
Fletcher Paper Co 

Force & Co., Wm. A. 

Force Western, Inc. 

Frankel Mfg. Co. : 

Friden Calculating Machine Co 
Frumkin, Michael 


Gates Acoustinet Co. :. 

Gavrin Press, Inc., Arthur J 
Geiss-America 

General Photo Products Co 
Gestetner Duplicator Corp 
Gingher Mfg. Co. ; 

Goodyear Printing & Stationery Co. 
Graphic Systems 


Hall-Welter Co. 

Haloid Co, 

Hammermill Paper Co. .. 
Harding Co., Milo ... 
Heat-Timer Corp. 

Heller Corp. 

Hey Co., D. C. 

Heyer Corp. 

Hunt Pen Co., C. Howard 
Hunier Photo-Copyist, Inc. 
Hush-A-Phone Corp. 
Hygienic Dental Mfg. Co. 


Ideas, Inc. 

Industrial Shredder & Cutter Co. 
Ink Specialties Co. os 
Inserting & Mailing Machine Co. 
Inter-Continental Trading Corp. 
International Business Forms, Inc. 


THE OFFICE 


33 
214 


Inner Back|Cover 


28 
267 





International Business Machines Corp. . 
International Office Appliances, Inc, 
International Office Machines Research 


Johnston Adding Machine Co. 
Jones Box Co., Jesse 
Justrite 


Kenro Graphics, Inc. 
Koh-l-Noor Pencil Co. 
Kohlhaas Co. 

Krayer Mfg. Co. 


Lagomarsino-FAl 

Lamb Electric Co. 

Lansdale Products Corp. 
Lassco Products, Inc. ... 
Lathem Time Recorder Co. 
Lee Products Co. . 

Legge Co., Walter G 

Letterex Corp. , 

Litho Engineering & Research 
Lithoplate, Inc. 


M & M Industries . 
Management Control Charts Co. 
Manpower, Inc. 

Marchant Calculators, Inc. 
Martin-Yale, Inc. 

Maso Steel *Products, Inc. 
McBee Co. . 

Melind Co., Louis 

Michael Lith, Inc. , 
Midwest Rotary Winitiean, 
Milwaukee Metal Furniture Co. 
Mim-E-O Stencil Files Co. . 


Minnesota Mining & Mfg. Co. 30, 31, 59 


Modern Business Forms Mfg. Co. 
Moiler Products Corp. 

Moore, Inc., P. O. .. 

Morris Co., Bert M, . 
Multistamp Co. ........... 


National Business Show 

National Cash Register Co. .. 
National Vulcanized Fibre Co. 
Nekoosa-Edwards Paper Co. 
New England Paper Punch Co, 
Nippo Machine Industry Co., Ltd 
Norta Distributing Co. 

Nu-Are Co. 


Office Publications Co. 
Old Town Corp. 

Olivetti Corp. of America 
Outlook Envelope Co. 


Pacific Instruments Corp. 
Parsons Paper Co. 

Pearl Engraving Corp. 
Phillips Process Co. 
Photostat Corp, 

Pike & Co., E. W. 
Pioneer Toledo Corp, 
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212 
63 
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43 
143 


170 


Pitney-Bowes, Inc. 

Plastic Binding Corp. 

Port Huron Sulphite & Paper Co. 
Posting Equipment Corp. 
Precision Mfg. Co. ... 
Print-O-Matic Co. 


Rapid Roller Co. 

Record Files, Inc. 

Regna Cash Registers, Inc. 
Remington Rand Division 
Rest-A-Phone Co. 

Resulta Adding Machine Co 
Rex-Rotary Distributing Corp 
Rite-Line Corp. 

Rittenhouse Paper Co. 
Roberts Rubber Co., Weldon 
Roll-O-Graphic Corp. - 
Rose Ribbon & Carbon Mfg. Co 
Rovico Inc. 

Royal Typewriter Co. 


S & M Distributing Co. 
Saunders Mfg. Co. . 
Schwab Safe Co. . 
Schweitzer Inc., Peter J. 
Scott-Rice Co. 
Shaw-Walker Co. 
Sheppard Co., C. E. 
Shredmaster Corp. 
Smead Mfg, Co. 

Smith, Inc., Charles C 
Smith-Corona, Inc. 
Speed-O-Print Corp 
Standard Duplicating Machines Corp 
Staplex Co. 

Stebco 

Stile-Craft Manufacturers, Inc. 
Stolper Steel Products Corp. 

Storms Co., H. M 

Swift Business Machines Cor rp 
Syntron Co 


Tab Products Co. . 
Thomas Collators, Inc. 
Tiffany Stand Co. 

Times Facsimile Corp. 
Todd Co. 

Typewriter Equipment Co. 


Underwood Corp. 


Venus Pen & Pencil Corp. .. 
Victor Adding Machine Co. 
Victor Safe & Equipment 
Visi-O-Graph Co, 


Wassell Organization ..... 
Wausau Paper Mills Co. . 
Weber ey Machine Co 
Webster Co., F. S. 

Wheeler Sauahod Wire. Co. 
Wiedemann & Co. 

Wolber Duplicator & t Supply Co. 
Worden Co. ‘ 
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As We See It... 


The development of the cryotron, announced 
publicly last month, is probably the most signifi- 
cant single step forward in computer research since 
the office world became aware of electronics. Made 
of the rare metals tantalum and niobium, which are 
Superconductive at extremely low temperatures, 
cryotrons are very tiny devices designed to replace 
vacuum tubes and transistors in data processing 
machines. 100 of them will fit into a thimble ; 2,000 
thimblefuls will replace 50,000 vacuum tubes. 
Obviously, this brings the day closer when even the 
largest electronic systems will be dramatically 
reduced in size to where they will not bulk much 
larger than typewriters, calculators and duplica- 
tors. Of equal significance, the cryotron will mean 
a great savings incost. 

It looks like a single small wire with another 
very fine wire wound around it. The straight wire 
becomes superconductive to electric current when 
the temperature is reduced to near-absolute zero 
(460° below zero Fahrenheit). Current flowing 
through the other wire, the magnetic field, 
destroys this superconductivity and can cut off 
current in the straight wire. This gives the vital 
switching control. 

A computer using 215,000 cryotrons is under 
construction by the Arthur D, Little Co., Cam- 
bridge, Mass., in cooperation with MIT, whose in- 
structor in electrical engineering, Dudley A, Buck, 
developed the device these past three years. The 
computer will be completed in two years, at which 
time its expected practicability for business will 
be examined. While further research on metal alloys 
and low temperatures is necessary during that 
period, the development of the cryotron means im- 
pressive progress in computer construction, size 
and cost. 
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Can |. D. P. save your company money ? 


YOU'LL FIND THE PROFITABLE ANSWERS IN THIS FREE BOOK 


Automation of your office can start with this free book. It 
tells you what Integrated Data Processing is, how simply it 
can be applied to your business, how little it will cost you, 
how to start and where to start your program. 

It tells you how DITTO gives you Integrated Data Proc- 
essing in its simplest and most inexpensive form. Regard- 
less of whether you are concerned with processing of data 


within a single department, between departments, or 
throughout the branches and plants of a nation-wide ergan- 
ization, this book ts a guide to money saving and increased 
efficiency for you. 

Below are representative examples of companies like your 
own which are already enjoying the benefits of DITTO Inte- 
grated Data Processing: 





*How DITTO 
1. BD. P. 


saves money: 


ORDER-INVOICE 
Rubber Goods Hardware manufac- 
manufacturer saves turer saves $24,000 
$27,000 a year a year 


PRODUCTION PURCHASE- PAYROLL 
RECEIVING Construction Engi- 
Military Aircraft neering company 
manufacturer saves ves $30,000 
$50,000 annually annually 


| ‘DATA INTEGRATED 
ir — — 


| ION SINGLE } 


| ‘MASTER ARE NEVER 
r _ + 


REWRITTEN 


* Send for complete case histories telling how these savings are made. 

Take the First Step to Automation in Your Office—MAIL COUPON TODAY 

DITTO, Inc., 6816 N. McCormick Rd., Chicago 45, II. 

DITTO, of Canada Ltd., Toronto, Ontario 

DITTO, (Britain) Ltd., 126/128 New Kings Road, Fulham, London, S.W. 6 England 

At no cost or obligation, please send us: 

© Integrated D: rocessing Brochure 

© Case histories and information on how vou can save us money, time and 
effort with DITTO |. D. P. for: 

© Order-Billing © Production © Purchase-Receiving 

© Payroll © Inventory © Other 





Name, Position 
Company. 
Address. 











Now, like wearing 


“Magic Gloves”... 


Golde Jou. Typing 





even the underscore is automatic! 


Only The Underwood Golden-Touch Electric gives your hands such skill, 
such effortless speed, such print-perfect results with every letter! 


ie Golden-Touch Keys Finger-tip shaped for smoothest automatic typing. 
® Golden-Touch Carriage Return Top automatic efficiency; saves your strength. 
5 © Golden-Touch Margin-Setting. .. Automatic keyboard action. No wasteful hand travel. 
® Golden-Touch Ribbon-Rewind Automatic; ends messy ribbon changing. 


® Golden-Touch Copy-Dial Set it for as many as 20 print-perfect carbons. 


Call your Underwood underwood 


mts oy a rr | Ul ngerwooe 








| 





